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In  1982,  Hire-A-Student  Committees  in  Calgary,  Edmonton,  Grande  Prairie, 
Lethbridge,  Medicine  Hat,   and  Red  Deer  initiated  regional  job  search 
information  services  to  schools  and  community  groups  in  their  area. 
During  the  second  semester,   seventeen  student  staff  provided  1268 
presentations  to  31,680  students  in  429  schools  throughout  Alberta. 

In  1983  there  will  be  some  revisions  to  program  delivery,   such  as 
initiating  development  of  grade  progressive  presentations.  However, 
emphasis  on  utilizing  a  peer  group  information  sharing  technique  to  provide 
a  service  that  meets  the  specific  needs  of  teachers,   students  and  employers 
in  a  given  community  will  continue. 

Effective  communication  is  also  important,  whether  it  be  within  the  Alberta 
Hire-A-Student  organization  or  with  educators.     Teachers  must  be  able  to 
easily  access  the  service,   and  be  encouraged  to  provide  feedback  regarding 
presentations . 

This  is  the  first  of  two  guides  written  specifically  for  student  staff 
hired  to  do  1983  presentations.     It  outlines  in-office  activity,  whereas 
"Guide  II  -  Presentation  Content"  is  designed  to  be  an  in-class  tool.  As 
is  the  case  with  most  Hire-A-Student  materials,  the  intent  is  for  yearly 
revision  to  reflect  changing  attitudes  and  labour  market  conditions  within 
the  province.     Any  comments  from  readers  will  be  most  welcome,  and  should 
be  sent  before  June  30,   1983  to: 

Hire-A-Student  Resource  Section 
Alberta  Manpower 

Parkside  Building,   10924  -  119  Street 
Edmonton,  Alberta    T5H  3P5 
(Phone:  427-0115) 


Alberta 
HireAStudent 

Program 
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I.      ALBERTA  HI RE- A- STUDENT  PROGRAM 


A.  Description 

Hire-A-Student  is  a  cooperative  program  sponsored  by  local  community 
groups,  Alberta  Chambers  of  Commerce,  Alberta  Manpower,   and  the  Canada 
Employment  and  Immigration  Commission  (CEIC).     The  program  is  designed 
to  help  students  find  jobs  and  to  provide  a  service  to  employers.  The 
objective  is  achieved  in  two  ways: 

-  through  the  yearly  establishment  of  summer  student  employment 
placement  centres  in  75  or  more  Alberta  communities. 

-  by  providing  job  search  information  presentations  to  students 
during  the  second  school  semester. 

B .  Job  Search  Information  Service  Objectives 

Within  the  overall  Hire-A-Student  objective,  this  service  is  designed 
to: 

-  be  a  positive  resource  to  Alberta  teachers  by  supporting  their 
on-going  career  education  activities. 

-  provide  youth  with  job  search  information. 

-  create  youth  awareness  of  the  concepts  of  career  exploration, 
career  planning,   and  career  decision  making. 

-  provide  a  service  to  employers  by  increasing  student  awareness 
of  their  expectations  of  both  applicants  and  employees. 

-  be  coordinated  with  student  employment  placement  service 
activities . 

C.  Organization 

The  Alberta  Hire-A-Student  program  is  community  oriented.     Local  and/or 
regional  needs  differ,  as  do  interactions  between  the  various 
sponsoring  organizations  in  any  area.     For  this  reason,   in  1982  roles 
and  responsibilities  were  drafted  specific  to  each  of  the  seven  job 
search  regions.     Committees  responsible  for  these  regions  will  explain 
operational  procedures  and  reporting  lines  to  their  1983  job  search 
staff  immediately  after  they  are  hired. 
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The  following  chart,  gives  an  overview  of  the  provincial  structure. 
It  outlines  how  the  various  organizations  fit  in,  with  arrows  showing 
the  lines  of  communication  between  them.     This  information  sharing  is 
an  important  factor  for  the  success  of  the  Alberta  program. 
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D .     Sponsor  Roles  and  Responsibilities 

In  1981,   the  Hire-A-Student  Advisory  Council  endorsed  a  paper  entitled 
"Roles  and  Responsibilities  of  Organizations  Within  the  Alberta 
Hire-A-Student  Program."     This  document  reflects  the  federal 
government  mandate  for  placement,  and  the  provincial  mandate  for 
education.     Following  is  a  summary  of  this  paper  specific  to  job 
search  information  service  operations. 

1.  Alberta  Hire-A-Student  Advisory  Council 

The  Council  consists  of  seven  regional  representatives,  and  one 
representative  each  from  the  federal  and  provincial  governments 
and  the  Alberta  Chamber  of  Commerce.     The  council  coordinates  and 
acts  as  a  liaison  with  the  sponsors  and  outside  groups  by: 

-  providing  recommendations  regarding  policy  and 
administration  to  the  sponsoring  bodies  to  enhance  the 
cooperative  framework  of  the  Hire-A-Student  program, 

-  reviewing  the  current  year  total  program  and  offering 
comments  and  recommendations  to  the  sponsoring  bodies,  and 

-  assessing  the  effectiveness  of  the  program  on  an  annual 
basis. 

2 .  Chambers  of  Commerce 

The  Alberta  Chamber  of  Commerce  role  in  Hire-A-Student  is  to 
promote  all  aspects  of  the  program  through  its  membership, 
increase  the  number  of  participating  Chambers  throughout  the 
province,  communicate  with  local  Chambers  of  Commerce  on 
appropriate  Hire-A-Student  matters  and  encourage  the  Canadian 
Chamber  of  Commerce  to  support  the  national  Hire-A-Student 
program. 

Participating  local  Chambers  of  Commerce  provide  financial  and 
human  resources  for  their  local  program,  and  encourage  the 
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community  to  provide  positive  work  experience  for  Alberta's 
students  in  order  to  facilitate  the  development  of  leadership 
skills.     The  local  Chamber  sets  an  example  for  businessmen  through 
their  own  involvement  in  the  Hire-A-Student  program. 

3 .     Hire-A-Student  Committees 

The  heart  of  Hire-A-Student  is  the  local  organizing  committee/ 
composed  of  volunteer  community  members  who  are  interested  in 
Alberta  youth  and  are  prepared  to  contribute  time  and  expertise  to 
the  program.     Where  the  Chamber  of  Commerce  is  active  in  the 
Hire-A-Student  program,   it  is  charged  with  forming  the  committee. 
Otherwise  another  business,  community  organization  or  individual 
accepts  this  responsibility. 

Each  committee  works  cooperatively  with  the  local  Canada 
Employment  Centre  manager  and  Alberta  Manpower  Hire-A-Student 
Resource  Section  staff.     The  committee  prepares  Hire-A-Student 
plans  and  budgets,   is  responsive  to  community  student  employment 
needs,  and  administers  the  local  program  and  funds. 

The  committee  is  responsible  for: 

-  selecting  the  local  committee  members  and  appointing  a 
chairperson, 

-  encouraging  participation  and  financial  support  from  the 
community  at  large, 

-  encouraginq  the  community  to  provide  jobs  for  students, 

-  developing  annual  plans  and  budget  for  the  Hire-A-Student 
employment  placement  service  component  in  cooperation  with 
the  Canada  Employment  Centre  manager, 

-  developing  an  appropriate  budget  submission  (ie.   for  the 
job  search  information  service  and/or  placement  activity) 
and  submitting  it  to  the  province  for  consideration, 


-  5  - 


-  ensuring  that  provincial  resources  provided  for  placement 
activity  are  used  to  complement  and  supplement  Canada 
Employment  Centre  resources  in  order  to  optimize  the  impact 
of  the  Hire-A-Student  program  on  the  community, 

-  setting  local  wage  rates  and  methods  of  hiring  local 
committee  paid  staff, 

-  ensuring  the  integrity  and  proper  administration  of  funds 
allocated  or  donated  to  the  local  program, 

-  facilitating  training  for  committee  paid  staff  by  the  area 
coordinator  and/or  the  federal/provincial  resource  teams, 
and 

-  providing  an  appropriate  communications  system  between 
program  participants. 

4 .     Alberta  Manpower 

The  provincial  government  role  in  the  Alberta  Hire-A-Student 
program  is  to  provide  support  and  coordination.     It  is  responsible 
for : 

-  providing  provincial  resources  and  policy  for  the 
educational  function*  of  the  Alberta  Hire-A-Student 
program,   including  supplementary  support  to  the  placement 
function, ** 

-  compiling  an  annual  composite  program  budget  for  the 
education  function  and  supplementary  placement 
responsibilities,   and  supporting  the  budget  before  the 
provincial  Minister, 

-  working  closely  with  co-sponsors  during  all  phases  of  the 
program,  especially  during  the  planning  cycle  to  ensure 
an  allocation  of  provincial  resources  to  supplement  the 

See  Appendix  A  for  1983  Hire-A-Student  Guidelines  for  the  Job  Search 
Information  Service. 

In  1982,   supplementary  support  to  the  placement  function  involved 
direct  funding  support  to  56  Alberta  Hire-A-Student  Committees. 
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placement  function  within  provincial  guidelines, 

-  providing  educational  training  resources  and  support  to 
local  committees  and  Hire-A-Student  staff, 

-  providing  members  for  a  resource  team  to  liaise  with  the 
federal  resource  team, 

-  providing  training  to  provincially  or  committee  paid  staff 
and  acting  as  a  resource  to  federal  training  activities, 

-  assisting  in  the  development  of  a  recording  system  that 
will  meet  the  needs  of  all  sponsoring  bodies , 

-  providing  advertising  and  promotional  materials  for  the 
program,  and 

-  providing  an  appropriate  communications  system  between 
program  participants. 


5 .     Canada  Employment  and  Immigration  Commission 

The  Canada  Employment  and  Immigration  Commission,  through  its 
network  of  Canada  Employment  Centres,   is  responsible  for  the 
delivery  of  placement  services  throughout  Alberta.  The 
Commission's  Regional  Office  personnel  provide  support  and 
coordination,  and  are  responsible  for  providing  federal  resources 
and  policy  for  the  placement  function. 


E.     Hire-A-Student  Centres 

In  Alberta,  Hire-A-Student  centres  are  referred  to  as  either  rural  or 
urban.     This  classification  is  confusing  because  it  is  not  based  on 
population.     Instead,   it  reflects  program  history,  methods  of  funding, 
and  the  complexity  of  operational  activity  that  exists  among  the 
Hire-A-Student  centres. 

Rural  Hire-A-Student  centres  are  located  in  communities  with  a 
population  over  1,500  or  those  demonstrating  a  need.     Student  staff 
concentrate  on  placement  related  activity,  with  job  search  information 
usually  provided  on  a  one-to-one  in-office  basis. 
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Urban  centres  are  usually  located  in  facilities  separate  from,  but 
provided  by  Canada  Employment  Centres.     They  are  situated  in  Calgary, 
Edmonton,  Grande  Prairie,  Lethbridge,  Medicine  Hat  and  Red  Deer.  As 
well  as  providing  a  local  student  employment  placement  service,  these 
centres  offer  regional  job  search  information  services  and  also 
coordinate  placement  activity  with  other  Hire-A-Student  centres 
located  in  their  labour  market  area. 

F.     Regional  Job  Search  Information  Teams 
1.  Teamwork 

The  dictionary  defines  teamwork  as  "work  done  by  a  number  of 
associates  all  subordinating  personal  prominence  to  the  efficiency 
of  the  whole."     In  fact,  Alberta  Hire-A-Student  is  an  example  of 
how  individual  teams  with  specific  responsibilities  communicate, 
compromise  and  coordinate  activities  to  provide  effective  local, 
regional  and  provincial  services. 

Good  teams  are  characterized  by  open  communication  between 
members.     Team  Leaders  are  careful  to  detail  reasons  for  decisions 
made  (ie.   their  own,  committees',  or  other  program  participants). 
Constructive  criticism  is  always  work  related,  and  successes  (or 
failures)  are  shared  by  both  the  individual  and  the  team  as  a 
whole. 

In  1983,  Alberta  Hire-A-Student  will  have  seven  regional  teams 
consisting  of  a  team  leader  and  that  number  of  presenters  required 
to  provide  an  effective  service  to  the  region. 

In  six  regions,   team  leaders  and  presenters  are  urban 
Hire-A-Student  staff.     They  work  for  and  with  their  committees  in 
accordance  with  the  roles  and  responsibilities  outlined  for  that 
region. 

The  Edmonton  Region  team  is  housed  with  Hire-A-Student  Resource 
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Section  personnel.     This  student  staff  has  the  added 
responsibility  of  providing  assistance  to  the  other  six  teams 
upon  request. 

The  Hire- A- Student  Resource  Section  in  Edmonton  is  the  primary 
information  source  for  the  job  search  information  service,  whereas 
full-time  federal  personnel  serve  this  function  with  respect  to 
placement  activity. 

2 .     Job  Descriptions 

Job  descriptions  for  1983  are  as  follows: 

Team  Leader 

As  part  of  a  student  team,  under  the  direction  of  the  local 
Hire-A-Student  Committee,  Team  Leaders  are  responsible  for 
implementing  and  evaluating  a  regional  service  which  provides 
Alberta  youth  with  information  on  effective  job  search  methods. 
Duties  include  supervison  of  student  Job  Search  Presenters, 
liaison  with  regional  school  personnel  and  government  agencies, 
coordinating  cost  effective  presentations  and  travel  bookings,  and 
preparing  activity  and  statistical  reports  as  required.  Team 
Leaders  are  also  required  to  make  job  search  information 
presentations  to  Junior  and  Senior  High  School  students. 

Presenter 

As  part  of  a  student  team,  under  the  direction  of  the  local 
Hire- A- Student  Committee,  Presenters  provide  Alberta  youth  with 
information  on  effective  methods  of  job  search.     The  main  emphasis 
is  on  public  speaking,  as  Presenters  are  required  to  conduct 
presentations  to  Junior  and  Senior  High  School  students. 
Presenters  are  also  required  to  liaise  with  regional  school 
personnel  and  government  agencies,  and  prepare  activity  and 
statistical  reports. 
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3 .     Job  Search  Information  Team  Interaction  Within  the  Hire-A-Student 
Organization 

Job  Search  Information  staff  are  expected  to  interact  with 
other  program  participants  as  follows: 

-  send  a  letter  of  introduction  to  the  regional 
Hire-A-Student  Advisory  Council  representative  and  each 
rural  committee  chairperson  in  the  region  (see  Appendix  B 
for  names  and  addresses).     Indicate  that  job  search  staff 
will  alert  them  to  presentations  booked  in  their  respective 
communities  and  that  they  are  welcome  to  attend  if  they 
wish.     Ask  them  to  provide  their  own  or  any  community 
comment  about  the  presentations. 

-  interact  with  urban  committee/student  placement  staff  per 
committee  direction.     Note  that  placement  and  job  search 
are  activities  of  equal  priority  for  urban  Hire-A-Student 
Centres.     Communication  and  cooperation  between  the  two 
services  is  essential.     However,   staff  assigned  to  each 
service  are  expected  to  ensure  that  their  own  priorities 
are  complete  before  providing  assistance  to  the  other 
area. 

-  communicate  weekly  with  the  Hire-A-Student  Resource 
Section  in  Edmonton.     Share  problems  and  concerns  as  well 
as  successes.     Relay  meeting  dates  and  other  pertinent 
information  from  these  conversations  to  the  urban  committee 
and  program  administrator. 

-  early  in  the  year,  visit  other  Canada  Employment  Centres 
(see  Appendix  C)  in  the  region.     Enlist  their  support  and 
feedback . 

-  Centre  managers  start  work  in  May,  and  job  search  staff  can 
expect  to  speak  at  their  initial  training  session.  Where 
possible,   the  manager  should  attend  presentations  in 
his/her  town,   and  be  given  time  to  briefly  explain  local 
Hire-A-Student  centre  operations.     Further,  when  asked, 
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centre  managers  can  elicit  community  feedback  and  relay  this 
information  to  the  job  search  team. 

-  maintain  communications  with  neighboring  job  search  information 
teams,  and  where  possible,   improve  time  and  cost  efficiency  by 
coordinating  bookings. 

-  provide  narrative  and  statistical  reports  to  the  committee  and 
Hire-A-Student  Resource  Section  as  directed. 

This  interaction  will  take  time,  but  the  results,  although  not  always 
immediately  apparent,  are  worth  it. 

This  is  only  the  second  year  of  job  search  information  service 
operations,  so  1983  staff  can  not  assume  that  every  contact  within  the 
Hire-A-Student  organization  will  be  familiar  with  their  activities. 
It  is  important  that  team  members  communicate  clearly,  and  work 
towards  developing  efficient  and  effective  communications  systems  for 
future  years. 


Interaction 

With 
Educators 
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II.      INTERACTION  WITH  EDUCATORS 

A .  Background 

In  response  to  Hire-A-Student  Advisory  Council  request,   in  1980 
Alberta  Education  Minister  David  King  endorsed  Hire-A-Student  as  an 
appropriate  vehicle  to  offer  job  search  information  to  secondary 
school  students.     Dr.  Terry  Mott,  Supervisor  of  Guidance  and 
Counselling  was  designated  as  the  Department  of  Education  contact. 

Since  then,  program  experience  has  resulted  in  modifications  to  the 
original  job  search  information  proposal.     For  example,  staffing 
structures  were  revised  to  facilitate  implementation  of  a  six  month 
rather  than  a  six  week  (ie.  May  -  June)  service.     However,  attention 
to  the  primary  objective,  "to  be  a  positive  resource  to  Alberta 
teachers  by  supporting  their  on-going  career  education  activities" 
still  remains  the  key  to  service  success. 

The  first  step  is  to  know  both  the  protocol  and  procedures  established 
for  schools  in  each  jurisdiction  in  the  region.     It  is  important  that 
superintendents,   their  designates,  principals,  counsellors,  and 
teachers  know  what  the  job  search  information  team  is  doing,  and  where 
and  when  they  are  doing  it,   since  their  responsibilities  within  the 
educational  framework  are  such  that  this  information  is  necessary. 

Prior  to  initiating  contact  with  school  personnel,   job  search 
information  staff  should  be  aware  that: 

-  there  is  still  a  need  for  clarification  regarding  educator 
confusion  resulting  from  past  years'  interaction  with  local 
Hire-A-Student  centres.     Thus  1983  staff  will  find  it 
advantageous  to  specifically  identify  themselves  as  being  from 
"the  Job  Search  Information  Service  provided  by 
Hire-A-Student" . 

-  not  all  educators  are  familiar  with  the  service.     Make  sure 
that  letters  and  telephone  conversations  provide  them  with 
clear  and  complete  information. 


-  12  - 


-  not  every  school  was  contacted  in  1982.     This  may  have  damaged 
service  credibility.     Check  the  1982  files  to  see  if  these 
'non-contacts'  are  listed.     If  so,  try  to  telephone  these 
schools  first  in  1983  so  they  have  first  choice  for  booking 
dates. 

-  regional  job  search  information  service  files  contain  valuable 
information.     (Note:     if  these  files  can  not  be  located, 
contact  the  Hire-A-Student  Resource  Section  in  Edmonton. ) 

Educator  Contact  Activity 

1.  Hire-A-Student  Resource  Section  Activity 

The  Resource  Section  liaises  year  round  with  Hire-A-Student 
committees  and  with  Dr.  Terry  Mott,  Supervisor  of  Guidance  and 
Counselling,  Alberta  Education,  and  promotes  the  job  search 
information  service  as  required  when  student  staff  are  not 
available  (ie.  July-December). 

The  Resource  Section  will  provide  lists  of  superintendents  and 
area  schools  to  job  search  teams,  and  will  respond  to  requests 
for  other  information  as  required. 

In  1983,  the  Hire-A-Student  Resource  Section  will  send  a  letter 
to  secondary  school  superintendents,  explaining  the  program  and 
introducing  the  team  leader  (including  telephone  number  and 
address)  for  each  region.     Because  staff  may  be  difficult  to 
contact,  the  Hire-A-Student  Resource  Section  will  be  designated 
"back  up"  contact,  and  will  be  responsible  for  relaying  any 
booking  requests  to  the  appropriate  regional  team  for  follow-up. 

2 .  Team  Leader  and/or  Presenter  Activity 

Your  job  is  to  develop,  implement  and/or  maintain  effective 
communications  systems  with  all  educators  in  your  region.  The 
key  is  to  carefully  follow  each  step  of  the  procedures  outlined 
in  this  chapter,  and  leave  complete  documentation  for  your 
committee  and  next  year's  staff. 
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C .     Regional  Educator  Contact  Procedures 

1 .     Regional  Guidance  Consultants 

These  Department  of  Education  consultants  provide  resource 
assistance  to  schools  in  their  areas.     Contact  them  early  in  the 
year  to  explain  what  you  are  doing.     Enlist  their  support,  and 
encourage  their  feedback.     Find  out  what  information  they  would 
like  you  to  provide  on  an  on-going  basis.     Names  and  addresses  are 
as  follows: 


Calgary 


Telephone  - 


Dr.  J.  North 
Room  1200 

Rocky  Mountain  Plaza 
615  MacLeod  Trail,  SE 
Calgary,  Alberta 
T2G  4T8 
261-6353 


Edmonton 


Mr.  B.  Stewart 

Edwards  Professional  Centre 

3rd  Floor 

10053  -  111th  Street 
Edmonton,  Alberta 
T5K  2H8 
Telephone  -  427-2952 


Grande  Prairie 


Mr.  A.  Cooper 
5th  Floor,  Nordic  Court 
10014  -  99th  Street 
Grande  Prairie,  Alberta 
T8V  3N4 
Telephone  -  539-2130 


Lethbridge  Dr.  G.  Miller 

200  -  5th  Avenue,  South 
Bag  Service  3014 
Lethbridge,  Alberta 
T1J  4C7 
Telephone  -  329-5243 


Red  Deer 


Telephone  - 


Dr.  D.  Hepburn 
Box  5002 

Provinical  Building 
4920  -  51  Street 
Red  Deer,  Alberta 
T4N  5Y5 
343-5262 
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2 .  Superintendents 

Unless  regional  files  state  differently,  job  search 
information  staff  must  contact  each  superintendent  for 
permission  to  offer  presentations  in  schools  within  his/her 
jurisdiction.     Key  points  for  these  contacts  are  as  follows: 

-  superintendents  are  busy,  and  often  name  a  designate  to 
liaise  with  the  team  on  an  on-going  basis. 

-  use  the  first  contact  to  enlist  superintendent/designate 
support.     They  can  tell  you  how  to  effectively  inform 
teachers  about  the  service.     Let  them  know  that  if  invited, 
you  will  speak  at  teachers'  meetings.     (This  also  applies 
to  interaction  with  school  trustees).     Encourage  their 
feedback,  especially  constructive  criticism.     Ask  them  to 
notify  you  if  any  problems  with  presentations  occur,  so 
that  you  can  immediately  correct  them. 

-  remember  that  the  job  search  information  service  has  only 
been  in  operation  one  year.     If  superintendent/designate 
response  is  different  from  that  reported  in  1982,  document 
the  conversation  and  alert  both  the  Hire-A-Student  Resource 
Section  and  your  committee. 

-  if  a  superintendent  refuses  permission,  determine  the 
reason,  then  convey  this  information  to  your  committee  and 
the  Hire-A-Student  Resource  Section. 

3 .  Individual  School  Contacts 

The  superintendents  will  likely  supply  a  list  of  individual 
contacts,  probably  the  principal  or  guidance  counsellor. 
Suggested  procedures  are  as  follows: 

-  send  a  letter  and  presentation  outline  to  each  contact, 
follow-up  by  telephone, 

OR 

-  booking  calendar  in  hand,   telephone  the  contact.     Give  your 
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name  and  say  that  you  are  with  the  Job  Search  Information 
Service  provided  by  Hire-A-Student .     Indicate  that  the 
superintendent  has  suggested  that  you  speak  to  them.  This 
tells  them  that  you  have  the  superintendent's  permission  to 
go  into  the  school  and  approval  for  the  service  being 
offered. 

-  ask  the  contact  if  the  school  has  had  any  interaction  with 
the  job  search  information  service  or,   if  applicable,  with 
that  town's  Hire-A-Student  program  (ie.  a  centre  manager 
in-school  promotion).     If  the  latter,  be  sure  to  clearly 
define  that  you  are  offering  a  different  service.  Indicate 
that  you  will  cover  basic  job  search  information,  and 
explain  the  objectives  of  the  presentation  and  its 
benefits.     Stress  that  the  service  is  designed  to  support 
educator  activity  in  this  area,  and  that  you  are  prepared 
to  tailor  presentations  to  meet  specific  class  needs. 

-  indicate  that  as  well  as  providing  informative 
presentations,  you  are  also  concerned  with  providing  an 
efficient  and  cost  effective  service  to  the  region.  Ask 
the  contact  if  it  would  be  possible  for  him/her  to  arrange 
coordinated  bookings  for  the  day  in  that  school,  or  in 
other  schools  in  that  town. 

-  if  the  principal  is  the  initial  school  contact,  he/she  may 
teach  grade  nine  Guidance  and  will  likely  be  receptive  to 
booking  presentations  for  these  classes.     Principals  have 
heavy  workloads,  and  1982  feedback  indicates  that  other 
teachers  were  not  always  informed  that  the  service  was  also 
available  to  them.     When  talking  to  principals,  1983  teams 
can  address  this  problem  by  stressing  that  specific 
presentations  are  available  for  the  different  grades. 

4 .     Booking  the  Presentation 

Either  the  school  contact  or  an  individual  teacher  will  request 
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bookings.     Notes  for  these  contacts  are  as  follows: 

-  scheduling  is  done  largely  at  the  school's  convenience. 
However,  teachers  can  be  most  accommodating,  especially 
when  they  are  reminded  of  the  cost  and  time  expenditures 
associated  with  travel  to  outlying  areas. 

-  encourage  teachers  to  schedule  presentations  of  60  -  80 
minutes  during  regular  class  time. 

-  where  teachers  have  only  40  minutes  available,  indicate 
that  both  1982  job  search  staff  and  educators  questioned 
the  effectiveness  of  providing  a  complete  presentation  in 
that  amount  of  time.     Ask  the  teacher  to  consider  choosing 
two  or  three  specific  topics  to  be  covered  in  a  40  minute 
session.      Teachers  may  be  more  receptive  if  you  offer  to 
provide  them  with  a  copy  of  the  "Presentation  Content" 
guide,  and  indicate  that  you  will  be  prepared  to  spend  time 
with  him/her  to  explain  what  information  can  be  provided  as 
follow-up  to  your  partial  presentation. 

-  explain  that  student  participation  and  information  sharing 
are  essential  to  a  good  presentation  and  that  these  methods 
work  best  with  one  class  of  15  to  25  students  of  the  same 
grade.     This  will  discourage  teachers  from  combining  more 
than  one  class  or  more  than  one  grade  level  of  students  for 
one  presentation. 

-  ask  that  a  teacher  be  present  during  the  presentation. 

-  neatly  and  completely  record  all  arrangements  for  each 
school  on  the  booking  report  (see  page  21)  for  your  own  and 
other  team  member  reference. 

-  once  the  date  is  set,   see  if  there  is  another  school  in 
that  town,  or  just  down  the  road.     Try  to  schedule 
presentations  for  the  other  school  on  the  same  day  or  the 
day  before  or  after.     This  will  keep  your  travel  time  and 
expenses  down. 
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5 .     Helpful  Hints 

-  get  a  large  calendar.     On  it  record  each  booking  as  it  is 
made.     Keep  the  calendar  where  other  staff  can  easily 
access  it. 

-  don't  overbook.     Schedule  presentations  with  presenter 
effectiveness  in  mind. 

-  be  sure  to  allow  for  adequate  travel  time  when  booking 
presentations . 

-  prior  to  the  presentation,   send  out  a  letter  of 
confirmation  to  prevent  possible  misunderstanding. 

-  if  possible,   the  presenter  going  out  should  telephone  the 
school  to  reconfirm  arrangements  the  day  prior  to  the 
presentation.     This  prevents  problems  caused  by  rescheduled 
track  meets  or  other  school  activities. 

-  don't  forget  to  book  in-office  time  so  team  members  can 
keep  their  paperwork  up  to  date. 

D.     Contingency  Plan  for  Overbookings 

1983  job  search  information  teams  will  be  expected  to  complete  each 
individual  school  contact  by  the  end  of  February.     Teams  booked  to  80% 
capacity  (March  through  June)  prior  to  March  31  will  immediately  alert 
their  committees  and  the  Hire-A-Student  Resource  Section.     As  well, 
each  team  will  inform  the  Hire-A-Student  Resource  Section  of  regional 
school  schedules  (ie.   spring  break,  teachers  meetings)  that  will  give 
them  two  or  more  consecutive  days  when  they  could  assist  teams  in 
neighboring  areas. 

If  it  happens  that  individual  school  contacts  are  made  after  a  team  is 
fully  booked,  the  following  procedures  will  take  place: 

-  the  school  will  be  informed  of  the  situation. 

-  the  Hire-A-Student  Resource  Section  will  be  contacted  to  see  if 
other  regional  staff  are  available. 
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-  if  not,  the  school  is  informed  that  it  will  be  placed  on  the 
1984  priority  contact  list  (ie.  contacted  first  in  1984). 

-  the  reasons  for  the  refusal  will  be  documented  on  the  Booking 
Report. 

-  the  priority  list  will  be  attached  to  the  1983  final  report. 
Planning  for  1984 

Job  search  information  teams  are  expected  to  look  for  ways  to 
streamline  educator  contact  procedures  for  1984. 

However,  be  aware  that  Alberta  Education  and  Hire-A-Student  are 
similar  in  that  objectives  are  province-wide,  but  operational 
procedures  can  vary  somewhat  in  accordance  with  individual  community 
need.     Thus  a  team  must  ensure  that  recommendations  with  respect  to 
educator  contact  are  acceptable  to  all  school  administrators  in  the 
area  prior  to  submission. 

It  may  become  necessary  to  develop  procedures  specific  to  each 
superintendent  jurisdiction  in  a  region,  in  order  to  be  a  positive 
resource  to  educators. 


Forms 
And 
Reports 


1 


4 

i 


-  19  - 


III.      FORMS  AND  REPORTS 

A.  General 

To  make  your  job  easier,  the  standardized  forms  shown  on  the  following 
pages  have  been  designed  to  help  you  collect,   record  and  analyze 
presentation  information.     Completing  these  forms  will: 

-  provide  the  information  required  to  tailor  presentations  to  fit 
specific  class  needs  and  determine  the  numbers  and  kinds  of 
handouts  required  for  each  presentation. 

-  provide  a  record  of  each  presentation  for  your  reference. 

-  help  identify  problems  with  the  presentation  and  take  the 
necessary  action  towards  improvement. 

-  provide  information  for  monthly  reports  and  next  year's  staff. 

-  help  evaluate  your  regional  program.     The  statistics  will  show 
the  number  of  presentations,  how  many  students  were  seen,  and 
where.     Comparisons  can  be  made  by  year.     These  will  indicate 
the  increasing  (or  decreasing)  demand  for  the  service. 
Committees  need  this  information  to  prepare  yearly  budgets. 

-  make  evaluation  of  the  overall  provincial  program  easier 
because  of  procedure  standardization. 

Every  second  Friday,  copies  of  each  booking,  presentation,  and 
statistical  report  and  the  contact  summary  sheets  must  be  sent  to  the 
Hire-A-Student  Resource  Section  in  Edmonton. 

Committees  usually  ask  job  search  staff  to  provide  monthly  and  final 
narrative  reports  that  summarize  the  information  on  the  forms.  They 
also  want  to  know  problems  and  suggested  solutions,  and  staff 
perceptions  with  respect  to  service  effectiveness.     Copies  of  these 
monthly  and  final  reports  are  also  sent  to  the  Hire-A-Student  Resource 
Section. 

(Note:     teams  in  Calgary,  Grande  Prairie,  Lethbridge,  Medicine  Hat, 
and  Red  Deer  can  access  the  provincial  government  courier  service 
through  the  Alberta  Career  Centre  in  that  city  listed  in  Appendix  D. 
This  efficient  service  handles  mail  for  provincial  government 
departments  only,  and  no  postage  is  required. ) 
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B .  Booking  Report 

This  report  is  used  to  record  and  summarize  all  communications  and 
information  initiated  by  you  and  received  from  the  school. 
Complete  one  form  for  each  school.     Other  staff  may  work  from  this 
report,   so  be  accurate  and  neat. 

This  form  (see  next  page)  asks  for  four  types  of  information. 
Note  that: 

-  "Contact  Information"  is  required  for  each  school 
contacted,  even  if  a  booking  is  not  made. 

-  "Presentation  Details"  determines  the  number  of  staff 
required  for  presentations  in  that  school,  and  is  a  handy 
reference  when  writing  confirmation  letters. 

-  the  "School/Community  Information"  section  records 
information  provided  by  the  school  contact  when  making  a 
booking.     This  information  helps  determine  what  information 
to  cover  and/or  what  to  stress.     As  well,  including 
specific  reference  to  the  school/community  within  a 
presentation  helps  establish  rapport  with  the  students. 

-  if  "Specific  Student/Class  Information"  is  not  available  at 
the  time  of  booking,  plan  to  spend  a  few  minutes  with  the 
teacher  prior  to  each  presentation. 

C .  Presentation  Report 

The  top  section  of  this  report  ( see  page  22 )  is  completed  as 
applicable  to  the  school.     If  using  two  or  more  pages  to  complete 
the  "Individual  Classroom  Summary",  number  each  summary  and  page 
in  sequence  and  staple  all  pages  together. 

Complete  this  report  immediately  following  your  visit  to  each 
school  while  the  experience  is  still  fresh  in  your  mind. 
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1983  JOB  SEARCH  INFORMATION  SERVICE  BOOKING  REPORT 

(to  be  completed  prior  to  the  presentation) 

Date(s)  of  Presentation: 


Contact  Information 


Town; 


Address  of /Direction  to  School: 


Name  of  School 


Telephone  Number  of  School: 

Name  of  Superintendent:   

Name  of  Principal:   


Date  contacted 


Name  of  School  Contact: 
Confirmation  letter  sent: 


Telephone  # 
Telephone  # 
Telephone  # 


Confirmation  call: 


Additional  Contact  Information:  (names  of  HAS  office  and  CEC  manager,  HAS  Committee 
Chairperson,  dates  contacted,  etc.  )  


Presentation  Details 


Date 


Time 


Length 


Students 
Number  Grade 


Program 


1. 
2. 
3. 
4  . 
5. 
6. 
7. 


School/Community  Information 

Student  Organizations  -  School/Youth/Volunteer: 


Type  of  Jobs  Students  Do: 


Students'  Level  of  Knowledge  about  Job  Search  Information; 


Town's  Population  and  Name  of  Local  Newspaper: 


■Specific  Student/Class  Information: 
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1983  JOB  SEARCH  INFORMATION  SERVICE  PRESENTATION  REPORT 

(complete  after  doing  all  presentations  in  one  school  for  one  day) 

Date:    Total  number  of  presentations:   

School:    Total  number  of  students  seen:   

Cost  of  trip:    Presenter ( s ) :   

Travel  Time:     

Indicate  the  approximate  number  of  materials  left  with  the  students: 

Sample  application  form:    Seeking  Summer  Employment  Sensibly: 

Resume/Covering  Letter:    Job  Seekers  Handbook:   

Employment  Legislation:    Other  (specify):   


Individual  Classroom  Summary: 

1.     Grade:    Name  of  Class: 


Number  of  Students:    Teacher (s)  present:   

Length  of  Presentation:     

Class  exposure  to  job  search  information  and  previous  work  experience. 


Comments  about  the  presentation  (ie.  major  topics  stressed  or  briefly  covered  and 
why,  behavior  of  class:  enthusiasm,  participation,  interest,  unique  comments  and 
questions,   teachers  comments,  etc.)   


2.     Grade:  Name  of  Class: 


Number  of  Students:    Teacher(s)  present:   

Length  of  Presentation:     

Class  exposure  to  job  search  information  and  previous  work  experience. 


Comments  about  the  presentation: 
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D.     Statistical  Report 

This  form  is  a  weekly  summary  of  each  team's  presentation 
reports.     It  is  easy  to  complete  when  the  supporting  paperwork  is 
kept  up  to  date.     Page  25  shows  a  sample  completed  statistical 
report. 

Team  Leaders  can  use  this  report  as  a  useful  planning/supervisory 
tool,  especially  early  in  the  year.     It  will  show  if  work  loads 
are  being  evenly  assigned/  or  if  bookings  need  to  be  better 
coordinated  to  reduce  time  and  travel  expenditures. 

Following  is  an  explanation  of  how  to  complete  this  form: 

-  for  Hire-A-Student,  weeks  end  on  a  Friday. 

-  fill  in  the  date,  community  and  school  from  your  master 
calendar.  This  will  serve  as  a  check  that  presentation 
reports  are  all  in. 

-  use  the  reports  to  put  in  the  number  of  students  per 
grade  per  presentation.     This  means  that  there  is  one 
entry  per  line  for  each  presentation.     At  the  end  of  the 
week  simply  count  the  number  of  entries  and  put  it  on  the 
bottom  left  hand  corner  to  get  the  total  number  of 
presentations • 

-  the  "other"  column  under  "number  of  students  per 

grade  .    .   ."  section  is  for  mixed  classes.     For  example: 

Entry  Meaning 
25  (8,9)  25  students  from  grades  8  and  9 

300   (10-12)  300  students  from  grades  10,11  and  12 

7   (Careers  Day)       7  students  from  different  grades  and/or 

towns 

21  (4H)  21  4H  club  members  (This  shows  clubs 

interested  in  the  service. ) 

-  having  grade  level  and  length  of  presentation  shown  on  a 
weekly  basis  allows  you  to  immediately  see  trends.  For 
example,   in  February  1982,  most  of  the  presentations 
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province-wide  were  to  grade  nine  students  and  were  40  minutes 
in  length.     This  kind  of  information  kept  over  a  period  of 
time  is  invaluable  for  program  planning 

-  the  "costs"  column  includes  the  total  mileage/  meal,  and 
accommodation  expense  for  a  trip  to  that  town.     If  you  do  two 
schools  in  one  town  in  one  day,  bracket  the  presentations  as 
shown  on  the  sample  and  put  in  one  figure.     If  you  do  two 
towns  on  consecutive  days  (ie.  overnight),  its  your  choice  to 
break  it  up  by  town,  or  bracket  it  and  put  in  the  total  for 
the  trip. 

-  both  the  "travel  time"  and  "presenter ( s) "  columns  provide 
documentation  necessary  for  program  planning,   especially  with 
respect  to  1984  staffing. 

-  if  two  or  more  sheets  are  used,  number  each  page,  and  be 
sure  to  carry  forward  the  totals.     The  last  page  should 
show  the  totals  for  the  week. 

-  double  check  the  totals,  and  be  sure  they  balance  as  is 
appropriate. 

-  telephone  the  Hire-A-Student  Resource  Section  when 
corrections  are  made  after  report  submission. 

-  note  the  two  sentences  at  the  bottom  of  the  page.     This  is 
designed  to  capture  statistics  for  presentations  (not 
in-school  promotions)  done  by  Hire-A-Student  placement 
staff  (i.e.  student  placement  officers,  centre  managers) 
and  will  influence  future  training  session  agendas. 

The  Hire-A-Student  Resource  Section  compiles  the  province-wide 
statistics,  and  responds  to  requests  for  this  information  from 
media  and  management.     Providing  less  than  current  statistics  is 
not  acceptable.     It  makes  the  program  as  a  whole  look 
inefficient.     Thus  1983  staff  must  place  a  priority  on  submission 
of  accurate  weekly  statistical  reports  on  the  date  directed. 
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E .  Weekly  Contact  Worksheet  and  Summary  Sheet 

This  report  will  influence  planning  for  future  years'  programs. 
Committees  need  to  know  who  made  the  contacts,   and  when  and  where 
before  they  can  address  problems  in  this  area.     Further,  future 
staff  will  find  it  a  useful  time  management  tool. 

Have  each  team  member  "tick"  the  worksheet  (see  page  27)  as  is 
appropriate,  and  total  it  at  the  end  of  the  week. 

Team  activity  is  then  compiled  and  submitted  to  the  Hire-A-Student 
Resource  Section  on  the  report  shown  on  page  28. 

F.  Teacher  Evaluation  Form 

Getting  constructive  criticism  from  teachers  is  difficult.  They 
support  what  presenters  are  doing  and  are  concerned  that  negative 
sounding  comments  will  dampen  enthusiasm.     Yet  teachers  are  the 
best  people  to  evaluate  an  individual  presentation.     They  can  give 
helpful  hints  and  point  out  mannerisms  that  are  not  conducive  to 
student  learning. 

Teams  will  be  provided  teacher  evaluation  forms  in  January.  Have 
each  teacher  complete  one.     Encourage  teachers  to  be  open  and 
honest  so  you  can  learn  and  improve.     Let  them  know  that  their 
comments  will  not  effect  your  job  security. 

Job  search  staff  are  expected  to  accept  this  constructive 
criticism  positively,  and  recognize  that  it  is  not  a  reflection  on 
them  as  individuals,  but  on  specific  actions  or  phrasing. 

G .  Presentation  Assessment  Form 

The  form  on  page  30  is  distributed  to  students  at  the  end  of  the 
presentation.     Its  purpose  is  to  help  presenters  gauge  individual 
effectiveness.     1982  staff  recommended  that  the  forms  be  passed 
out  to  each  class  for  the  initial  six  presentations,  then  used  to 
"spot  check"  once  a  week  thereafter.       Presenters  may 
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also  choose  to  distribute  the  assessment  forms  to  classes  they 
find  difficult  to  handle,   in  order  to  get  information  that  may 
indicate  how  to  improve  presentations  provided  to  other  classes 
with  similar  attitudes. 

While  handing  out  the  forms,  explain  to  the  students  that  their 
evaluations  will  help  you  improve  the  presentations.     Remind  them 
to  fill  in  the  top  section  (school  and  class),   and  mention  that 
they  don't  need  to  give  their  names. 

The  completed  teacher  evaluation  and  presentation  assessment 
forms  are  NOT  sent  to  the  Hire-A-Student  Resource  Section.  They 
provide  background  documentation,  and  should  be  retained  in  your 
files.     However,  transfer  any  important  or  unusual  comments  to  the 
Presentation  Report,  and  include  a  brief  summary  of  them  in  your 
monthly  and  final  reports. 

H.     Report  Revision  Contingency  Plan 

Relay  any  problems  with  reporting  procedures  to  the  Hire-A-Student 
Resource  Section.     Other  teams  will  be  contacted  and  immediate 
revisions  made  where  possible. 

In  June,  1983  staff  will  be  asked  to  make  recommendations  on  both 
province-wide  and  regional  reporting  procedures,  so  that  in 
future,  necessary  information  can  be  provided  in  the  easiest  way 
possible. 


-  30  - 

1983  JOB  SEARCH  INFORMATION  SERVICE  PRESENTATION  ASSESSMENT 

School:    Grade:   

For  question  1  and  2  please  circle  your  response:  1  being  very  good,  and  4  being  very 
poor. 

1.     How  would  you  rate  the  speaker (s)?  12  3  4 

Comments : 


2 .     How  would  you  rate  the  content  of  the  presentation?      12  3  4 

Comments : 


3.  What  did  you  learn  from  the  presentation? 

a)   

b)   

c)   

4.  Will  you  use  the  information  given  to  help  you  find  a  job?    Yes    No 

Why  or  why  not?   


If  yes,  what  information  will  you  use? 


5 .     How  could  the  presentation  have  been  more  useful  to  you? 


6.     Further  comments  or  suggestions: 


THANKS  FOR  FILLING  OUT  THIS  FORM!  !!!!!! 


Presentation 


Techniques 
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IV.     PRESENTATION  TECHNIQUES 

A .  General 

The  Hi re- A- Student  Job  Search  Information  Service  is  based  on  the  peer 
group  information  sharing  concept.     This  means  that  students  share 
information  with  students,  allowing  for  an  identification  between 
presenter  and  audience  as  both  will  have  had  similar  job  hunting 
experiences. 

This  does  not  mean  that  presenters  dress  or  talk  like  secondary 
students.     For  example,  trying  to  establish  immediate  rapport  with  the 
students  by  speaking  to  them  in  the  same  way  they  speak  to  each  other 
(ie.  using  their  slang  words  or  phrases)  will  make  the  presentation 
sloppy. 

Further,  job  search  information  presentations  stress  the  importance 
of  dressing  appropriately  to  make  a  good  first  impression.  Presenters 
should  practice  what  they  preach.     Don't  make  the  mistake  of  thinking 
that  it  will  be  easier  to  relate  to  students  by  dressing  like  them. 
The  truth  is  that  a  presenter  is  a  role  model,  and  thus  should  always 
look  neat  and  businesslike. 

Presenters  should  be  aware  that  the  information  they  provide  is  basic 
to  any  job  search,  regardless  of  age.     All  job  applicants  must  'sell 
themselves'  to  employers,  and  this  is  easier  when  there  is  some 
understanding  of  what  employers  in  general  are  looking  for. 

However,  students  may  have  specific  job  search  experiences  that  cause 
them  to  question  the  validity  of  the  information  provided.  This 
questioning  is  good.     Presenters  can  use  it  to  illustrate  the 
complexities  associated  with  job  search,  and  encourage  students  to 
plan  to  adapt  the  general  information  to  fit  the  individual  employer 
requirements  as  they  encounter  them. 

At  the  same  time,  presenters  must  not  allow  their  own  experience  to 
influence  presentation  content.     Such  experience  should  be  stated  in 
the  presentation  as  an  exception  or  variation  to  the  general  rule. 
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To  summarize,  Hire-A-Student  presentations  provide  students  with  basic 
job  search  information  they  can  use  throughout  their  lives.  The 
presenter's  goal  is  to  relate  to  students,  but  at  the  same  time 
maintain  a  professional  image  to  give  validity  to  what  he/she  is 
saying. 


B.  Preparation 

Provision  of  quality  presentations  is  achieved  when  presenter 
preparation  includes: 

-  thorough  knowledge  of  the  information  in  the  overall 
presentation. 

-  research  of  additional  information  and  examples  to  help  when 
answering  questions  and  to  back  up  the  information  provided. 

-  anticipation  of  what  questions  will  be  asked  and  planning  how 
to  answer  them  to  emphasize  the  important  points.  (Note: 
presenters  are  not  expected  to  know  all  the  answers,  but 
should  know  where  to  refer  students  for  answers  to  difficult 
or  complex  questions.) 

-  knowledge  of  the  town/area/specific  class  (see  Booking  Report). 

-  organization  of  information  in  a  logical  sequence  of  steps  to 
have  a  smooth,  flowing  presentation  (ie.  discuss  the  steps  of  a 
job  hunt  in  the  order  they  are  taken) . 

-  practicing  the  presentation  out  loud  and  in  front  of  a  mirror 
and  timing  it. 

-  ensuring  that  the  presentation  format  allows  enough  time  for 
questions  and  builds  in  room  for  flexibility.     (For  example, 
the  presenter  did  not  plan  to  talk  about  resumes  but  a  student 
brings  it  up.     The  method  of  organization  should  allow  for  a 
timing  adjustment  so  that  a  brief  explanation  can  be  given.  If 
discussing  another  topic,  tell  the  student  that  resumes  will  be 
discussed  later,  and  do  it!     Do  not  ignore  student  comments  or 
questions  even  if  they  do  not  fit  neatly  into  the  planned 
presentation. ) 
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-  planning  to  reorganize  presentation  methods  as  classroom 
experience  dictates  (ie.   students  will  soon  let  presenters  know 
if  they  consider  the  examples  or  visual  aids  used  effective). 

-  checking  that  wording  and  body  language  indicates  to  students 
that  the  presenter  is  approachable,   interested  in  them  and 
relating  to  them  on  their  level. 

-  checking  that  voice  tone  encourages  the  students  to  feel 
comfortable  and  to  participate. 

-  asking  the  committee  and  fellow  staff  to  watch  a  presentation 
and  provide  constructive  criticism,  both  prior  to  visiting 
schools  and  half  way  through  the  work  term  to  help  correct  any 
bad  habits  that  may  have  been  picked  up. 


C.     Presentation  Methods 

Using  different  ways  to  present  information  facilitates  learning.  The 
following  techniques  have  proven  effective,  provided  they  are  used  to 
support  the  presentation,  not  to  carry  it. 

1 .  Lecturing 

Lecturing  is  giving  information  in  a  planned  speech  without 
audience  participation.     This  method  allows  for  provision  of  the 
most  information  in  the  least  amount  of  time.     In  fact,  job  search 
information  presentations  are  lectures  interspersed  with  other 
techniques.     The  lecture  style  works  well  when  giving  factual 
information  such  as  employment  standards  and  human  rights 
legislation,   and  when  students  are  unfamiliar  with  the  topic. 

2 .  Questions 

Questions  are  asked  to  test  understanding,   to  introduce  a  new 
topic,  or  even  to  wake  up  the  students.     Below  are  suggestions  on 
how  to  use  questions  in  a  presentation: 

-  ask  questions  to  show  presenter  interest  in  the 

students'   ideas,  and  to  encourage  their  participation. 
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-  a  good  way  to  find  out  about  student  knowledge  and  job 
search  experience  is  to  ask  them.     Once  you  have  this 
information,  you  can  decide  the  best  way  to  present  the 
material.     For  example,  if  few  students  have  had  jobs,  you 
should  concentrate  on  "Before  You  Begin"  and  "Where  to 
Look" . 

-  use  questions  to  introduce  a  new  section  of  the 
presentation.     For  example,  asking  which  students  have  had 
an  interview  opens  that  section  more  smoothly  than  just 
saying  that  the  interview  will  now  be  discussed. 

-  presenters  can  get  stuck  for  words.     When  this  happens 
(and  it  might  after  a  full  day  of  presentations),  ask  a 
question.     This  will  give  time  for  the  speaker  to  get 
his/her  thoughts  together  and/or  for  student  answers  to 
trigger  these  thoughts. 

-  use  a  question  to  test  student  understanding  of  the 
material.     For  example,  after  defining  references,  ask  the 
students  who  they  would  use.     The  answers  will  indicate  if 
they  understand  what  a  reference  is. 

3 .  Examples 

Information  is  clearer  when  supported  by  an  example.  The 
definition  of  seasonal  employment  becomes  easily  understood  when 
an  example  like  lawn-mowing  is  used.     Examples  also  give 
credibility  to  the  information.     Following  are  some  tips  on  using 
examples: 

-  personal  anecdotes  used  as  examples  are  usually  enjoyed  by 
the  students.     Relate  your  own  successes  and  failures  to 
show  students  that  you  are  human.     Be  careful  to  relate 
experiences  that  are  within  their  scope.     For  example, 
"when  I  graduated  from  law  school"  is  better  phrased  as 
"when  I  graduated  from  high  school". 

-  you  may  not  have  a  first  hand  experience  to  tell  the 
students.     There  is  nothing  wrong  with  making  up  an 
example,  providing  that  it's  believable  and  relates  to  the 
students . 
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When  doing  this,  use  a  real  name  or  "my  friend"  to  describe 
the  person  in  your  example. 

-  extreme  examples  are  effective  because  humor  and 
exaggeration  make  an  impression  and  help  students  retain 
the  information.     Plan  them  very  carefully  and,  if 
possible,  test  them  out  on  teen-age  friends  prior  to  doing 
the  presentation. 

4.  Role  Play 

A  role  play  is  play-acting  a  real  life  situation.     It  too  requires 
careful  planning  because  it  is  easy  to  get  carried  away  and  miss 
the  point.     This  can  be  avoided  if  you  focus  on  the  information 
you  want  to  relay,  and  keep  it  short  (10  minutes  maximum).     If  it 
is  too  long  or  the  purpose  unclear,  you  will  lose  the  students' 
attention. 

A  role  play  provides  comic  relief  through  over-dramatization  of 
points,  and  is  best  used  to  demonstrate  situations  facing  students 
in  a  job  hunt  (ie.  the  interview  and  telephone  inquiries  to 
businesses) . 

The  "Interview"  unit  in  Guide  II  gives  specific  instruction  for 
job  search  information  presentation  role  plays. 

Note  that  with  small  groups,  role  play  between  pairs  of  students 
works  well.     The  students,  with  presenter  help,  then  critique  the 
individual  applicant  performances. 

5 .  Visual  Aids 

Good  ideas  from  1982  include: 

-  a  summary  board  (ie.  poster)  listing  the  main  points  of  a 
lengthy  topic,  with  each  point  covered  by  a  removable  piece 
of  cardboard.     For  example,  the  section  "Where  to  Look" 

is  summarized  by  asking  students  to  list  the  nine  ways  to 
look  for  a  job.     As  students  mention  each  way, the  cardboard 
covering  that  response  on  the  summary  board  is  removed. 
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-  posters  are  a  great  way  to  attract  attention  to  points  you 
want  to  emphasize  (eg.  a  messy  application  form).  Make 
them  large  and  colourful  enough  for  all  to  see,  with  simple 
pictures  and  captions.     Be  careful  not  to  plagiarize. 

-  blackboard  use  should  be  limited  because  your  back  is  to 
the  students.     Where  two  presenters  make  the  presentation, 
one  can  use  the  blackboard  while  the  other  is  talking. 
When  discussing  the  application  form,  you  may  want  to  write 
N/A  (not  applicable)  on  the  board  to  show  the  students  what 
the  abbreviation  looks  like.     As  well,  when  discussing 
minimum  wages,  write  the  wages  on  the  blackboard.  This 
helps  make  the  point  clearer  and  saves  you  from  having  to 
repeat  yourself. 

-  USe  of  mechanical  equipment  (ie.  overheads,  slides,  films) 
is  not  recommended  because  setting  up  and  problems  with 
equipment  can  rob  presenters  of  time  better  spent  talking 
directly  with  the  students. 

6 .  Handouts 

The  purpose  of  handouts  is  to  provide  reference  material  to 
students,  not  to  give  the  janitor  something  to  clean  up.     Be  sure 
you  have  enough  copies  for  each  student,  but  don't  hand  them  out 
indiscriminately.     Set  them  out  at  the  front  of  the  classroom,  and 
encourage  students  to  pick  them  up  after  the  presentation.  Leave 
several  copies  of  all  handouts  with  the  teacher. 

Explain  to  students  that  the  "It's  In  The  Bag"  bag  was  designed  to 
provide  them  with  an  easily  identifiable  place  in  which  to  file 
all  job  search  and  career  related  materials  they  collect  during 
their  school  years.     Encourage  them  to  take  one  home  and  use  it 
this  way. 

Comments  on  handouts  available  for  1983  are  as  follows: 

-  samples  are  good  because  they  let  students  see  what  an 
acceptable  finished  product  looks  like.     Distribute  the 
samples  only  when  discussing  the  topic  to  which  they 
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apply.     You  can  lose  student  attention  by  handing  them  out 
sooner.     Sample  application  forms  and  interview  primers  are 
used  in  most  presentations.     Resumes  and  covering  letters 
are  generally  distributed  to  grades  11  and  12;  personal 
fact  sheets  are  generally  distributed  to  grades  9  and  10. 

-  the  Employment  Standards  and  Human  Rights  handouts  were 
designed  specifically  for  Alberta  Hire-A-Student  use.  Both 
these  branches  of  Alberta  Labour  have  excellent  printed 
publications  that  should  be  on  file  in  school  libraries. 

-  "Seeking  Summer  Employment  Sensibly"  pamphlets,  produced  by 
the  Hire-A-Student  Resource  Section,  summarize  the  steps 
taken  in  a  job  search. 

-  the  "Job  Seekers  Handbook"  is  a  booklet  directed  to  adult 
readers,  and  contains,  information  valuable  to  older 
students  (grade  12).     This  is  a  costly  publication  and  thus 
supplies  to  job  search  information  teams  will  be  limited. 
However,  interested  teachers  can  order  class  sets  from 
Alberta  Manpower,  Career  Services  Branch,  5th  Floor 
Devonian  Building,   11160  Jasper  Avenue,  Edmonton    T5K  OL1. 

-  the  Career  Services  Branch  also  has  a  series  of 
occupational  profiles  available  that  can  be  ordered  by 
teachers  or  by  Hire-A-Student  staff  who  wish  to  provide 
additional  information  to  an  individual  student.  (Note: 
Alberta  Career  Centres  have  copies  of  all  Career  Services ' 
publications. ) 

The  Hire-A-Student  Resource  Section  is  responsible  for  developing 
handouts  that  can  be  used  province-wide.     Share  your  ideas  as  you 
get  them,   so  that  if  appropriate,   they  can  be  immediately  produced 
and  distributed  to  other  teams. 
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D.     Tailoring  Presentations  To  Fit  Specific  Class  Need 
1.  General 

Teachers  usually  give  40  to  80  minutes  for  each  presentation. 
Choose  the  80  minutes  whenever  you  can.     Pre-plan  shorter 
presentations.     Use  the  suggested  grade  level  emphasis  to 
determine  which  topics  to  cover  and  how  much  time  to  spend  on 
each. 

The  quality  of  each  presentation  will  be  dependent  on  your  ability 
to  quickly  "read"  your  audience,  and  then  detail  or  skim  topics  to 
fit  their  needs. 

Quality  is  also  influenced  by  flexibility.     Plan  to  adjust  your 
format  so  that  you  don't  ignore  any  student  comment  or  idea  that 
does  not  fit  neatly  into  your  planned  presentation. 

Expect  the  unexpected.     There  is  no  such  thing  as  a  dumb  question, 
and  there  are  always  two  sides  to  student  cited  examples  of 
employer-employee  conflict.     Watch  that  body  language  does  not 
reflect  your  inner  feelings  in  either  situation. 

Factors  that  will  help  you  determine  individual  class  experience 
with  job  search  information  include: 

-  student  age. 

-  availability  of  work.     In  smaller  centres  the  economic  base 
is  primarily  agricultural  and  there  are  fewer  employment 
opportunities.     You  will  find  that  older  students  have  not 
had  the  opportunity  to  gain  work  experience.     In  an  area 
with  lots  of  service  industries,  students  gain  experience 
at  a  younger  age. 

-  school  curriculum.     The  information  covered  as  part  of  the 
curriculum  will  in  part  determine  experience  with  job 
search  information. 
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2 .     Audience  Size  and  Groupings 

Ideally,  all  presentations  should  be  made  to  groups  of  15  to  25 
students  of  the  same  grade  in  a  regular  classroom  time  and 
environment.     However,   school  schedules  usually  cannot  accommodate 
this.     To  be  a  positive  resource  to  teachers,  be  prepared  to 
handle  six  types  of  groupings  as  outlined  below: 

-  when  making  a  presentation  to  a  large  group  (ie.  more  than 
30  students),  avoid  the  tendency  to  lecture.  Encourage 
discussion  and  participation,  but  maintain  control  by 
asking  students  with  ideas  or  comments  to  raise  their 
hands.     Keep  answers  to  questions  brief  and  concise,  and  be 
prepared  to  omit  some  of  the  information  you  usually 
present.     Teacher  supervison  is  essential  because  you 
encounter  more  disruptions  or  behaviour  problems  with  a 
large  group. 

-  a  small  group  (ie.  less  than  15  students)  presentation  can 
become  more  of  an  open,   informal  discussion,   especially  if 
the  teacher  gives  permission  to  set  up  a  circular  seating 
arrangement  that  includes  a  chair  for  the  presenter.  As 
time  permits,  use  questions  to  facilitate  discussion  of  a 
topic  (ie.   introduce  the  interview  section  by  asking  a 
student  who  has  had  a  recent  interview  about  the  questions 
asked,  how  they  felt,  etc. ) .     Let  the  students  exchange 
information  and  ideas  with  each  other.     Direct  the 
discussion  to  ensure  that  important  points  are  covered  and 
that  each  student  gets  an  opportunity  to  say  something.  As 
stated  earlier,  role  plays  between  pairs  of  students  work 
well  in  small  groups. 

-  audiences  made  up  of  students  from  different  grades  and 
academic  programs  (ie.  a  varied  group)  creates  a  difficult 
situation.     For  example,  mixed  groups  of  grade  9  vocational 
students  and  grade  11  matriculation  students  have  different 
abilities,  qualify  for  different  jobs,   and  require 
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different  kinds  of  basic  information.     The  younger  students 
can  be  intimidated  by  the  older  and  'smarter'   students,  and 
so  may  be  uneasy  about  participating.     Moderation  is  the 
key,  with  a  variation  in  pace  and  vocabulary  for  the 
presentation.     Brief  explanations  are  provided  for 
important  terms  so  that  the  less  academically  inclined  or 
younger  students  understand,  and  there  is  an  elaboration  on 
the  basic  information  with  special  tips  and  hints  to  keep 
the  more  academically  inclined  or  older  students  interested 
and  listening. 

-  in  past  years,  lunch  hour  presentations  were  not  well 
attended.     However,  this  may  change  now  that  fewer  jobs  are 
available.     Teachers  booking  lunch  hour  presentations 
should  be  asked  to  advertise  the  session  twice  daily  over 
the  intercom,  and  to  put  up  the  hallway  posters  you  will 
provide.     The  week  before  the  presentation,  the  teacher 
circulates  an  in-class  sign-up  sheet  for  students  who  want 
to  attend.     If  very  few  students  sign  up,  the  presentation 
can  be  cancelled  or  small  group  settings  can  be  arranged. 
Those  students  who  do  come  to  lunch  hour  sessions  are  there 
because  they  want  to  be.     Use  informal  discussion,  and 
follow  the  suggestions  given  for  the  'varied  group'.  Note 
that  teachers  impressed  by  classroom  presentations  may  ask 
you  to  do  a  'lunch  hour  encore*  that  same  day,  so  that  all 
students  in  the  school  can  access  the  information. 

-  Careers  Day  presentations  have  to  be  carefully  planned 
because  participating  students  are  usually  from  grades  10 
through  12 ,  and  may  not  know  each  other  because  they  are 
from  different  schools  or  towns.     These  factors  negatively 
influence  active  student  participation,  but  can  be  offset 
because  each  student  has  chosen  to  attend  the  session.  Try 
to  have  a  classroom,  not  just  a  booth.     (Note:  Alberta 
Career  Centre  personnel  may  have  a  display  at  the  Careers 
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Day  and,   if  asked,  will  distribute  job  search  information 
materials  for  you.     Immediately  notify  both  them  and  the 
appropriate  Canada  Employment  Centre  personnel  in  your  area 
about  each  Careers  Day  invitation,  to  determine  if 
activities  can  be  coordinated.     Students  can  get 
information  overload  at  Careers  Day,   so  spark  their 
interest  by  using  colorful  posters  and  by  doing  role 
plays.     Careers  Day  can  be  an  excellent  public  relations 
activity.     Encourage  interested  parents,   teachers  and  other 
resource  personnel  to  attend  your  presentations,  and  use 
your  breaks  to  personally  meet  and  promote  the  service  with 
them. 

-  presentations  to  special  needs  groups  (ie.  Status  Indians, 
Metis,  unwed  mothers,  juvenile  offenders)  should  be 
prepared  in  consultation  with  the  person  requesting  the 
booking.     Be  careful  not  to  stereotype  or  make  assumptions 
about  the  group,  and  aim  to  talk  with  them  throughout  the 
presentation.     (Note:     send  your  special  needs  group 
presentation  outline,  comments  and  recommendations  to  the 
Hire-A-Student  Resource  Section  for  inclusion  in  next 
year' s  Guide. ) 

E .     Classroom  Management 
1 .     General  Tips 

Students  may  not  respond  to  presentations  in  a  way  that  will  help 
them  learn.     They  may  be  over-enthusiastic  or  lethargic.     It  is 
important  to  focus  on  their  attention  and  level  of  enthusiasm 
throughout  the  presentation  to  ensure  that  information  is 
understood  and  retained.     Tips  on  how  to  get  and  retain  student 
attention  are: 

-  establish  rapport  with  the  students  to  help  them  open  up 
and  share  their  concerns  about  job  hunting  with  you. 
Chit-chat  with  them  about  school  activities  or  the  weather 
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as  they  settle  into  their  desks  or  while  you  set  up.  This 
lets  them  know  that  you  are  there  to  talk  with  them,  not  at 
them. 

-  introduce  yourself  to  the  students  rather  than  have 

the  teacher  do  it.     This  is  one  of  the  best  ways  to  start 
the  presentation  because  it  sets  the  tone  for  an 
information  discussion.     Tell  them  your  name,  that  you  are 
also  a  student,  who  you  work  for,  where  you're  from,  and 
the  purpose  of  the  visit.     Be  slightly  informal  to 
develop  student  rapport,  but  clearly  indicate  that  you  are 
in  charge.   .   .  and  smile. 

-  students  may  test  you  to  see  what  they  can  get  away  with. 
As  a  guest  speaker,  you  shouldn't  be  responsible  for 
disciplining  students.     Ask  the  teacher  or  another  school 
official  to  stay  in  the  room  throughout  the  presentation. 

-  the  seating  arrangement  can  effect  student  behavior.  They 
will  be  less  disruptive  if  they  are  seated  at  their  own 
desks  rather  than  on  top  of  the  desks  or  on  the  back 
shelf.     If  there  are  too  many  for  the  room,  either  change 
rooms  or  get  more  chairs. 

-  the  first  few  minutes  are  important.     If  there  is  some 
behavior  that  you  think  will  interfere  with  the 
presentation,  in  a  friendly  manner  explain  how  they  can 
better  contribute  to  the  presentation.     For  example,  if 
they  are  all  talking  at  once,  ask  them  to  raise  their 
hands . 


2.     Student/Group  Control 

The  presenter's  goal  is  to  be  both  approachable  and  in  control  of 
the  situation. 

The  disruptive  student  or  group  can  be  handled  as  follows: 

-  mildly  disruptive  behavior  can  usually  be  overcome  by 
involving  students  in  the  presentation.     Single  out  the 
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person  who  seems  to  be  the  leader  and  ask  a  few  questions 
to  focus  the  group's  attention  back  on  the  information 
(eg.  ask  them  where  they  heard  about  their  jobs).  This 
puts  students  on  the  spot  without  embarrassing  them,  but 
lets  them  know  that  you  have  noticed  the  behavior  and  do 
not  approve . 

-  if  one  student  continues  to  disturb  the  class,  simply  pause 
and  give  the  individual  a  stern  look.     This  will  give  the 
student  further  warning  without  disrupting  the  class. 

-  while  presenting  information,  walk  up  to  the  group  and 
stand  amidst  the  most  talkative  ones.     They  will  usually 
quiet  down  because  of  this  focused  attention. 

-  if  the  students  don't  settle  down,  ignore  them.     They  may 
stop  due  to  lack  of  attention.     (Note:     at  this  point  the 
teacher  will  likely  intervene  and  quietly  discipline  the 
student  or  the  group. ) 

-  if  all  else  fails,  confront  the  student(s)    (eg.  ask  the 
student (s)  to  please  quiet  down,  or  contribute  to  the 
discussion).     If  your  rapport  with  the  rest  of  the  class  is 
good,  they  will  support  you  in  asking  the  student (s)  to 
behave. 

If  the  whole  class  is  over-enthusiastic,  shouting  out  answers  and 
competing  to  be  heard,   it  will  be  difficult  for  you  to  cover  the 
information  so: 

-  focus  their  attention  on  one  point  by  asking  a  question 
that  has  an  obvious  yes  or  no  answer.     This  lets  them 
participate  as  a  group  and  allows  you  to  go  on. 

-  when  you  ask  a  question  with  many  possible  answers,  ask  the 
students  to  put  their  hands  up.     Call  for  as  many  of  their 
responses  as  possible  to  give  them  all  a  chance  to 
participate.     Briefly  comment  on  each  answer  to  give 
individual  attention. 
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A  class  that  is  unresponsive  and  disinterested  demands  a  lot  of 
energy  from  the  presenter.     Involve  them  in  the  discussion  as 
follows: 

-  encourage  the  students  to  participate  by  asking  them 
questions  that  have  no  right  or  wrong  answers  (eg.   "Do  any 
of  you  belong  to  any  teams?")     Single  out  one  who  has  put 
his/her  hand  up  and  ask  more  questions  to  get  them 
interested.     It  is  important  that  you  reinforce 

their  participation.     (eg.     "GREAT,  you  play  baseball"). 

-  your  objective  is  to  show  the  class  that  it  doesn't  hurt  to 
get  involved,  so  be  careful  not  to  put  one  student  on  the 
spot  by  asking  too  many  questions. 

A  student  may  challenge  you  by  questioning  the  information  that 
you  are  giving  (eg.   "Who  cares  about  references.     My  employer 
never  checks  them.")      Below  are  suggestions  on  how  to  deal  with 
him/her. 

-  know  your  information.     Be  able  to  elaborate  on  points  and 
back  up  what  you  say. 

-  point  out  that  you  are  giving  general  information  that  will 
be  helpful  in  most  cases,  but  that  all  employers  are 
different.     (eg.  "Glad  you  brought  that  up  because  it  shows 
how  complicated  job  hunting  can  be.     You  don't  know  what 
employers  want  until  you  actually  meet  them.     This  employer 
didn't  want  references,  but  what  about  your  next  one?") 

-  if  the  student  persists  in  questioning  the  information,  ask 
the  individual  to  talk  to  you  about  it  after  class  so  you 
can  go  on  with  the  presentation. 

3 .     Teacher  Involvement 

Many  of  the  above  tips  resulted  from  teacher  suggestion.     If  you 
find  yourself  in  a  bad  situation,  after  the  presentation  ask  the 
teacher  how  you  could  have  handled  it  better.     Record  the  problem 
and  the  solution,  and  send  these  in  for  inclusion  in  next  year's 
Guide. 
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V.     ADDITIONAL  INFORMATION 


Researching  the  Employer  Viewpoint 

One  of  the  Hire-A- Student  Job  Search  Information  Service  objectives  is 
"to  provide  a  service  to  employers  by  increasing  student  awareness  of 
their  expectations  of  both  applicants  and  employees".     Prior  to  doing 
presentations,  find  out  what  employers  in  your  region  want.  Arrange 
to  meet  with  several  of  them  (your  Chamber  of  Commerce  can  likely 
supply  names),  and  weave  their  comments  into  your  presentation.  Show 
Guide  II  to  the  employer  to  help  get  discussion  started  and  send  them 
a  'thank  you*  letter  following  the  interview. 

Presentation  Outline 

You're  now  ready  to  read  "Guide  Number  Two  -  Presentation  Content"  and 
prepare  your  own  presentation.     Once  this  is  done,  you  have  one  more 
major  in-office  activity.     Prepare  an  outline  of  your  job  search 
presentation  (one  page  if  possible)  that  can  be  handed  out  to 
teachers,   service  clubs,  etc.     Double  check  the  spelling  and  set  it 
out  as  attractively  as  possible.     After  all,  you  want  to  make  a  good 
first  impression! 

Monitoring 

Full-time  provincial  Hire-A-Student  Resource  Section  personnel  are 
Linda  Jorstad,  Cindy  Makowichuk,   Sheila  Krizsan  and  secretary  Rona 
Chin.     This  office  has  also  hired  a  student  Job  Search  Liaison 
Consultant  for  1983,  Val  Beyer.     Provincial  staff  will  monitor 
presentations  upon  request.     They  will  provide  suggestions  for 
individual  improvement  and  will  pass  on  information  about  successful 
techniques  to  other  teams.     This  interaction  will  be  more  productive 
if  each  presenter,  prior  to  presentation  viewing,  directs  monitor 
attention  to  areas  he/she  feels  need  improvement. 
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D.  Job  Search  Information  Guide  Revision 

The  two  1983  Guides  reflect  the  ideas  and  experiences  of  former  job 
search  information  staff.     "Guide  Number  One  -  Preparation  for 
Presentations"  will  help  you  get  started.     "Guide  Number  Two  - 
Presentation  Content"  is  designed  to  be  an  in-class  tool.  These 
guides,  combined  with  additional  reading  and  research,  will  prepare 
you  for  making  your  first  presentation,  but  can  not  replace  what  you 
learn  by  actually  doing  one.     As  past  staff  will  tell  you,  experience 
is  the  best  teacher.     You  will  make  mistakes,  but  you  will  learn  from 
them. 

Guide  revision  is  dependent  on  student  staff  input.  Suggested  methods 
for  ensuring  a  quality  team  contribution  are  as  follows: 

-  use  of  the  Guides  decreases  as  presenters  gain  experience.  Thus 
it  is  important  to  start  marking  areas  that  are  unclear  or 
confusing  as  they  occur,  so  they  are  not  forgotten.     This  will 
help  1984  staff  get  a  better  start. 

-  each  team  member  should  note  problem  areas  and  suggested 
revisions  in  the  margins  of  his/her  guides. 

-  in  early  June,  team  members  should  meet  to  compare  notes  and 
reach  concensus  about  the  revisions. 

-  one  member  should  be  delegated  responsible  for  sending  the 
Hire-A-Student  Resource  Section  one  copy  of  each  Guide  with 
their  team's  concensus  about  revision  written  in  the  margin 
beside  the  appropriate  topic. 

-  it  is  important  to  carefully  note  changes  in  student  attitude 
and  regional  economic  conditions  that  cause  information  or 
examples  valid  in  1982  to  be  ineffective  or  inaccurate  in  1983. 
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1983  Job  Search  Information  teams  -  your  job  is  made  easier  because  of 
this  strong  on-going  community  support.     Work  hard,   enjoy  and 
learn,  and  aim  to  keep  the  Resource  Section  busy  implementing  your 
ideas  and  recommendations  for  both  current  and  future  years' 
operations. 
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1983 

HI RE- A- STUDENT  GUIDELINES 
FOR  THE 

JOB  SEARCH  INFORMATION  SERVICE 

Program  Description 

The  Alberta  Hire-A-Student  (H.A.S.)  program  is  a  cooperative  and  coordinated 
activity  of  government,  business,  the  community  and  student  groups  who  are 
concerned  with  the  job  search  information  service  for  students  and  the 
placement  of  students  in  summer  jobs. 

The  overall  aim  of  the  job  search  information  service  is  to  provide 
presentations  on  how  to  look  for  work  to  Alberta  youth  during  the  second 
school  semester.     This  service  is  intended  to  be  a  positive  resource  to 
Alberta  teachers  by  supporting  their  on-going  career  education  activities. 

The  following  objectives  stem  from  the  overall  aim: 

(a)  To  establish  regional  job  search  information  centres  in  Calgary, 
Edmonton,  Grande  Prairie,  Lethbridge,  Medicine  Hat  and  Red  Deer  in 
1983. 

(b)  To  provide  youth  with  job  search  information,  including  such  topics  as 
how  and  where  to  start  looking  for  employment,  how  to  complete 
application  forms,  how  to  handle  interviews  and  how  to  keep  the  job. 

(c)  To  create  awareness  of  the  concepts  of  career  exploration,  career 
pathing,  and  career  decision  making. 

(d)  To  provide  a  service  to  the  business  community  by  increasing  student 
awareness  of  employer  expectations  of  applicants  and  new  employees. 

The  service  benefits  communities  in  that: 

(a)  It  responds  to  a  need  identified  by  Alberta  students,  employers, 
educators,  and  parents. 

(b)  Youth  will  gain  exposure  to  effective  job  search  skills. 
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B.     Provincial  Government  Participation 

1.  The  Department  of  Manpower  is  responsible  for  the  development, 
implementation,  operation  and  monitoring  of  the  provincial  government 
participation  in  the  overall  Hire-A-Student  program,  with  specific 
responsibility  for  the  job  search  information  service. 

2.  The  Department  provides  the  following  resources  for  this  program  component: 

(a)  Financial.     Eligible  communities  (see  A. 3a)  wishing  to  participate  in 
the  program  make  application  for  funding  support  to  the  Department  of 
Manpower,  Special  Manpower  Programs  Branch.     The  provincial  government 
funding  support  is  intended  for  staff  recruitment,   salaries,  benefits 
and  travel  costs,  and  the  materials  and  supplies  required  for  this 
service. 

(b)  Personnel.     Full-time  staff  are  delegated  to: 

(i)     provide  assistance  and  consultation  to  committees  applying  for 

provincial  government  funding  support  and  to  the  committee  member 
designated  responsible  for  the  job  search  information  service; 

(ii)     assist  committees  receiving  provincial  government  funding  support 
with  the  recruitment  and  hiring  of  job  search  information 
presenters; 

(iii)     provide  training  for  student  staff; 

(iv)     implement  and  monitor  the  job  search  information  service  component 
for  the  Hire-A-Student  program  throughout  the  province; 

(v)     develop  and  maintain  coordination  with  other  federal  and 
provincial  government  programs  and  services;  and 

(vi)     verify  expenditures  relating  to  any  Hire-A-Student  Funding  Support 
Agreement. 

(c)  Student  staff  are  provided  to: 

(i)     assist  in  the  development  of  Hire-A-Student  job  search  information 
activity  within  the  province; 

(ii)     prepare  appropriate  resource  materials;  and 

(iii)     give  presentations  as  required. 
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(d)     Advertising  and  promotional  materials.     When  requested  by 

Hire-A-Student  committees/  the  Department  will  develop  materials  for 
use  on  a  province-wide  basis  (e.g.  posters,  brochures,  etc.)  for  the 
job  search  information  service. 

Community  Eligibility  and  Committee  Responsibilities  and  Structure 

Eligible  communities  are  Calgary,  Edmonton,  Grande  Prairie,  Lethbridge, 
Medicine  Hat  and  Red  Deer.     These  cities  have  educational  institutions 
offering  university  or  university  accredited  courses,  Alberta  Career 
Centres,  and  Hire-A-Student  committees  who  have  entered  into  five  or  more 
consecutive  agreements  with  the  Department. 

Where  necessary,  committees  located  in  these  urban  centres  will  expand  their 
membership  to  include  representation  from  at  least  one  secondary  and  one 
post-secondary  institution  in  their  region. 

The  chairperson  or  one  member  of  the  committee  should  be  designated  as  the 
primary  contact  for  this  program  service. 

The  Hire-A-Student  committee  will  function  as  follows  with  respect  to  the 
1983  job  search  information  service: 

(a)  Be  conversant  with  the  "Roles  and  Responsibilities  of  Organizations 
Within  the  Alberta  Hire-A-Student  Program"  paper  developed  by  the 
Alberta  Hire-A-Student  Advisory  Council. 

(b)  Be  responsible  for  establishing  local  direction  compatible  with  the 
overall  Hire-A-Student  program,  and  with  Alberta  Education  regional 
practices  and  procedures. 

(c)  Be  responsible  for  ensuring  that  the  service  is  available  to  all 
communities  and  school  districts  within  the  region. 

(d)  Be  responsible  for  establishing  a  hiring  board  that  includes  a 
representative  or  designate  from  the  provincial  government 
Hire-A-Student  Resource  Section.     This  board  will  interview  and  select 
students  to  provide  job  search  information  presentations. 

(e)  Be  responsible  for  obtaining  donated  office  space,  telephones,  and 
clerical  support  for  the  operational  period  of  the  service. 
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(f )  In  accordance  with  the  signed  Funding  Support  Agreement,  be  responsible 
for  the  proper  utilization  of  funds  for  day  to  day  operations,  and 
maintain  appropriate  record  keeping  and  payroll  procedures. 

(g)  Provide  direction  and  support  for  the  student  staff  employed  to  operate 
the  regional  job  search  information  service. 

(h)  Be  responsible  for  ensuring  the  terms  of  the  Funding  Support  Agreement 
are  met. 

D.     Funding  Support  Agreeement 

1.  The  six  designated  centres  may  qualify  for  funds  for  the  job  search 
information  service  from  the  provincial  government  to  cover  the  regional 
operational  period.     This  period  will  not  commence  prior  to  October  1st,  and 
will  conclude  not  later  than  July  15th. 

2.  Funding  support  will  be  provided  up  to  the  budget  negotiated  with  the 
Department.     Surpluses  accrued  from  past  years'  operations  must  be  declared, 
with  the  provincial  government  portion  of  the  surplus  subtracted  from  the 
current  year's  funding  support  request. 

3.  Hire-A-Student  committees  should  designate  a  legal  entity,  preferably  the 
Chamber  of  Commerce,   to  hold  the  provincial  government  funding  support  funds 
in  trust  for  them,  and  to  provide  the  payroll  and  bookkeeping  service  for 
the  job  search  information  service. 

4.  Where  the  committee  is  itself  a  legal  entity  (i.e.  society),  cheque  signing 
authority  will  not  be  delegated  to  the  staff  hired  to  work  for  the 
Hire-A-Student  program. 

5.  Funding  support  provided  for  the  job  search  information  service  is 
non-transferable  to  other  Hire-A-Student  components. 

6.  Funding  Support  Agreement  applications  will  be  reviewed  and  processed  in  the 
order  they  are  received. 

7.  Funding  Support  Agreement  applications  shall  include  the  following 
information: 

(a)     The  name  and  address  of  the  legal  entity  designated  to  receive  the 

funding  support  cheque  on  behalf  of  the  local  Hire-A-Student  committee. 
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(b)  The  names,  occupations/  addresses,  and  phone  numbers  of  the 
Hire-A-Student  committee  members. 

(c)  The  name  of  the  committee  member  designated  as  primary  contact  for  this 
program  service. 

(d)  A  recommended  time  frame  for  the  job  search  information  service  in 
accordance  with  apparent  needs  of  the  region. 

(e)  A  proposed  budget  for  total  operations  that  includes  an  estimate  of 
support  that  may  be  solicited  from  within  the  region. 

8.  The  legal  entity  receiving  funds  in  trust  for  the  Hire-A-Student  committee 
is  required  to  sign  a  Memorandum  of  Agreement  with  the  Department,  the  terms 
of  which  shall  be  approved  and  accepted  by  the  Chairman,  Hire-A-Student 
committee. 

9.  The  parties  may  vary  or  amend  the  terms  of  the  Hire-A-Student  Funding 
Support  Agreement  by  reciprocal  correspondence  to  that  effect. 

For  the  purpose  of  effecting  an  amendment  to  Appendix  B,  the  annual  budget 
submission,  there  may  be  an  exchange  of  reciprocal  correspondence  between 
the  Chairman  of  the  Hire-A-Student  committee  and  the  Director,  Special 
Manpower  Programs,  Manpower  Services,  on  behalf  of  the  Minister. 

10.  Assistance  and  consultation  in  developing  an  outline  for  the  job  search 
information  service  and  further  information  is  available  from: 

Hire-A-Student  Resource  Section 

Special  Manpower  Programs  Branch 

Alberta  Manpower 

Parkside  Building 

10924  -  119  Street 

Edmonton,  Alberta 

T5H  3P5 


Phone:     427-0115  (collect) 


I 

I 
t 

I 


APPENDIX  B 


l 
» 
I 
l 


-  54  - 


Appendix  B  -  Page  1 


1983  HIRE-A-STUDENT  ADVISORY  COUNCIL  MEMBERS 
CHAIRMAN  AND 

SOUTHWEST  AREA  REPRESENTATIVE 

Nick  Alvau 
294  -  7  A  Avenue  S. 
Lethbridge,  Alberta 
T1J  1N4 

Phone:  328-4915 


Representatives 
CALGARY  AREA: 


EDMONTON  AREA 
Paul  Ouimet 

Room  2410,  Oxford  Tower 
10235  -  101  Street 
Edmonton,  Alberta 
T5J  3G1 

Phone:  428-5464 

NORTHWEST  AREA 

Gordon  Pearcy 
10008  -  103  Avenue 
Grande  Prairie,  Alberta 
T8V  1B8 

Phone:  532-1050 

CENTRAL  AREA 

Terry  Mansell 
Box  6630 

Wetaskiwin,  Alberta 
T9A  2G3 

Phone:  352-7151 

NORTHWEST  AREA 

Dwaine  Macauley 
Box  1266 

Westlock,  Alberta 
TOG  2L0 

Phone:  349-5900 


SOUTHWEST  AREA 
Ray  Skow 

200  -  7  Street  S.E. 
Medicine  Hat,  Alberta 
T1A  4K1 

Phone:  527-3371 

ALBERTA  CHAMBER  OF  COMMERCE 

Brigham  Day,  General  Manager 
Alberta  Chamber  of  Commerce 
#800,  10179  -  105  Street 
Edmonton,  Alberta 
T5J  1E2 

Phone:  425-4180 

GOVERNMENT  OF  ALBERTA 

Dave  Chabillion,  Executive  Director 

Career  Development  Sector 

Alberta  Manpower 

5th  Floor,  Devonian  Building 

11160  Jasper  Avenue 

Edmonton,  Alberta 

T5K  0L1 

Phone:  427-3663 

GOVERNMENT  OF  CANADA 

Keith  Shackleford,  Director 
Labour  Market  and  Benefit  Program 
Canada  Employment  and 
Immigration  Commission 
9925  -  109  Street 
Edmonton,  Alberta 
T5K  2J8 

Phone:  420-2390 


-  55  - 


Appendix  B  -  Page  2 


1983    HI  RE- A-STUDENT    COMMITTEE  CHAIRPERSONS 
(List  Prepared   in  December    1982.      Changes   may  occur) 


TOWN 
AIRDRIE 

ATHABASCA 

BANFF 
BARRHEAD 


BEAVERLODGE- 
HYTHE 


BONN YVILLE 
BOW  ISLAND 

BROOKS 


COMMITTEE    CHAIRPERSON    AND  ADDRESS 


CALGARY 


CAMROSE 


Mr.    Brad  O'Neil 
Box  97 

Airdrie,  Alberta 

Mr.    Roland  Guedo 
Box  540 

Athabasca,  Alberta 


TOM  0B0 


TOG  0B0 


(Federal ) 

Ms.    Debbie  Steg 
Box  488 

Barrhead,  Alberta 

Ms.    Betty  Gaudin 
Box  180 

Beaverlodge,  Alberta 
( Federal) 

Mr.    Roy  Hadlington 
Box  567 

Bow   Island,  Alberta 

( Federal) 
Ileen  Douglas 
Box  400 

Brooks,  Alberta 

Mr.    David  Grant 

368   Canterville  Dr.  S.W. 

Calgary,  Alberta 

( Federal ) 
Mr.    Bernie  Boser 
5808  Marler  Drive 
Camrose,  Alberta 


PHONE  NO. 
948-2408 

675-2273 


674-334 1 


(B)  354-2241 
(R)  354-2531 


545-2533 


362-7641 


(B)  253-8895 
(R)  238-0809 


672-3  107 


CARDSTON 


Ms.    Mary  Lynn  Beazer 
Box  1560 

Cardston,    Alberta  TOK  OLO 


653-334  1 
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CASTOR 
CLARESHOLM 

COALDALE 

COCHRANE 

CROWSNEST  PASS 
DIDSBURY 

DRAYTON  VALLEY 

DRUMHELLER 
EDMONTON 

EDSON 
FAI RVIEW 

FALHER/McLENNAN 

FOREMOST 


Mr.    Kay  Nish 
Castor,  Alberta 

Mr.    Art  Vanden  Berg 
Box  1297 

Claresholm,    Alberta      TOL  0T0 

Mr.    Arthur  Nernberg 
Box  1153 

Coaldale,  Alberta 

Mr.    David  Anderson 
203   Valley  Centre 
Cochrane,    Alberta      TOL  0W0 

( Federal ) 

Mr.    Reg  Baldwin 
Box  8  11 

Didsbury,    Alberta     TOM  0W0 

Mr.    Bob  Dykes 
Box  837 

Drayton  Valley,  Alberta 
(Federal ) 

Mr.    Doug  Densmore 

550    -    1    Thornton  Court 

Edmonton,    Alberta      T5J  2E7 

(Federal) 

Mr.    Dell  Roberts 
304   -    15  Street 
Fairview,  Alberta 

Mr.    Rene  Mercier 
Box  487 

Falher,    Alberta      TOH  1M0 

Mr.    Roy  Wallman 
Box  5 

Foremost,    Alberta      TOK  0Y0 


882-407  1 


625-44  17 


345-3368 
345-4422 


932-5205 


(B)  232-2013 
(R)  335-3572 


542-5380 
Ext.  32 


423-7988 


835-2929 


837-20 14 


867-3570 
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FORT  MACLEOD 

FORT  McMURRAY 
FORT  SASKATCHEWAN 

GRAND  CENTRE 
GRANDE  PRAIRIE 

GRIMSHAW 

HANNA 

HIGH  PRAIRIE 
HINTON 

INNISFAIL 

JASPER 

LAC   LA  BICHE 

LACOMBE 


Mr.    Leo  Bourassa 

c/o  Recreation  Dept.  Town  Office 
Fort   Macleod,    Alberta     TOC  0Z0 

( Fe  deral ) 


553-3204 


Mr.  David  Bennett 
9824  -  102  Street 
Fort  Saskatchewan,  Alberta 


T8L  2C2 


(Federal ) 

Mr.    Larry  Thomas 
10011   -   103  Avenue 
Grande  Prairie,  Alberta 

Ms.    Williamina  Good 
Box  377 

Grimshaw,    Alberta     TO  H  1W0 

Mr.  Pete  Meunier 
General  Delivery 
Hanna,  Alberta 

(Federal ) 

Mr.    Ed  Brandt 
Box  818 

Hinton,  Alberta 

Ms.    Cecilia  Farris 
Box  1270 

Innisfail,  Alberta 
( Federal ) 

Mr.    Richard  Cadieux 

Lac  La  Biche,   Alberta     T0A  2C0 

Ms.    Ruth  Kaufmann 
Box  922 

Lacombe,  Alberta 


998-0464 


332-4626 


854-4433 


865-4412 


227-5849 


(B)  623-7441 
(R)  623-4944 

782-31 69 


-  58  -  Appendix  B  -  Page  5 


LEDUC 

lethbridge 

lloydminster 
Mclennan 

m.d.  of  sturgeon 
medicine  hat 
morinv ille 

OLDS 


PEACE  RIVER 
PICTURE  BUTTE 

PINCHER  CREEK 


PONOKA 


Mr.    Fred  Bloom 
4416   -   42   3.  Avenue 
Leduc,  Alberta 

Ms.    Leslie  Laver 
Univerisity   of  Lethbridge 
Lethbridge,  Alberta 

( Fe  dera 1 ) 

(See  Falher) 

( Federal ) 

Mr.   Jock  Archer 

Gibbons,  Alberta 

Mr.    Ray  Skow 

200    -    7    Street  S.E. 

Medicine   Hat,    Alberta     T 1 A  4K1 

Mr.    Mike  Hanna 
Box  420 

Morinville,  Alberta 

Ms.    Barbara  Hill 

c/o  Recreation  Office 

Box  189 

Olds,  Alberta 

( Federal ) 

Mr.    Sam  Perverseff 
720    -    12    St.    "C"  N. 
Lethbridge,  Alberta 

Ms.    Connie  Noble 

c/o  Alberta  Career  Centre 

Box  2138 

Pincher  Creek,    Alberta     TO  K  1W0 

Ms.    Betty  Lee 
Box  1003 

Ponoka,    Alberta     T0C  2H0 


986-7304 


329-2420 


(B)  479-8431 
Ext.  226 
(R)  923-2121 

(B)  527-3371 
(R)  526-9351 


939-436  1 


556-698  1 


(B)  732-4404 
(R)  328-5009 


627-3922 


783-62 1 2 


PROVOST 


Ms.    Sherry  McNalley 
Provost,    Alberta      T0B  3S0 


753-2288 
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RED  DEER 


RIMBEY 


ROCKY  MOUNTAIN 
HOUSE 

ST.  ALBERT 


ST.  PAUL 
SHERWOOD  PARK 

SLAVE  LAKE 
SPIRIT  RIVER 

SPRUCE  GROVE 

STETTLER 
STONY  PLAIN 

STRATHMORE 

SUNDRE 


Mr.    George  Guy 
4805   -   48  Avenue 
Red  Deer,  Alberta 

Mr.    Roy  Spelrem 
Box  350 

Rimbey,  Alberta  TOC  2J0 
( Fe  dera 1 ) 


Mr.    Greg  Fannon 
St.    Albert  City  Hall 
205A  Carnegie  Drive 
St.    Albert,  Alberta 

( Fe  deral ) 

Ms.    Debbie  Miller 
#200,    80   Chippewa  Road 
Sherwood  Park,  Alberta 

( Federal) 

Ms.    Elaine  Reid 
Box  130 

Spirit  River,    Alberta     TO H  3G0 

Mr.    Chuck  Carson 
Box  2250 

Spruce  Grove,    Alberta     TOE  2C0 

( Federal ) 

Mr.    Wayne  Battle 
Box  450 

Stony  Plain,  Alberta 

Mr.    Doug  Lindsay 
Box  361 

Standard,    Alberta     T0J  3H0 

Mr.    Terry  Leslie 
Box  210 

Sundre,  Alberta 


343-1170 


843-21 13 


459-660  1 


464-7477 


864-3998 


962-2444 


(B)  963-2267 
(R)  963-4719 


934-5335 


638-3939 
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SYLVAN  LAKE 


T  ABER 


Ms .   Jane  Hein 
Box  70 

Sylvan  Lake,  Alberta 

Mr.    Ralph  Rawleigh 
Box  790 

Taber,    Alberta     TOK  2G0 


887-2  1  4 1 


223-894  1 


THREE  HILLS 


Mr.    George  Loewen 
Box  594 

Three  Hills,  Alberta 


(B)  443-5335 
(R)  443-7269 


TROCHU 


Mr.    Gene  Tepper 
Box  146 

Trochu,    Alberta     TOM  2C0 


442-3053 


TWO  HILLS 


Mr.  Gordon  Marchand 
Two  Hills,  Alberta 


657-3544 


VALLEYVIEW 


VEGREVILLE 


VERMILION 


Ms.    Trudy  Halibisky 
Box  660 

Valleyview,    Alberta      T0H  3N0 

Ms.    Gail  Steeves 
Box  809 

Vegreville,  Alberta 

Mr .   J  im  G  a  nt  on 
Box  897 

Vermilion,  Alberta 


524-3628 


632-3966 


(B)  853-5251 
(R)  853-6494 


VULCAN 


Mr.    Roy  Elmer 
Box  960 

Vulcan,  Alberta 


485-2657 


WAI NWRIGHT 
WESTLOCK 


(Federal) 

Mr.    Stan  Coates 
Box  913 

Westlock,  Alberta 


842-3391 
349-35  1 2 


WETASKIWIN 


( Federa 1 ) 
Mr.    John  Whyte 
5333   -    37  Avenue 
Wetaskiwin,  Alberta 


352-65  16 


WHITECOURT 


Mr.    Elmer  D.  Harke 
Box  446 

Whitecourt,  Alberta 


778-6322 
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CANADA  EMPLOYMENT  CENTRES 


Canada  Employment 
Centre  (CEC) 


Manager,  Address  and 
Phone  Number 


Hire-A-Student 
Liaison  Officer 


CALGARY 


Mike  Terris 
8th  Floor 

Government  of  Canada  Bldg, 
220-4 th  Avenue  S.E. 
P.O.  Box  2530 
Calgary,  Alberta 
T2G  4X3 


Trish  Gates 
Coordinator 
Youth  Employment 
Centre 

510-12th  Avenue,  S.W. 
Sam  Livingston  Bldg. 
Calgary,  Alberta 


231-4020 


231-4082 


Branches  in: 

Banff  Brian  Russell 

Federal  Building 
Buffalo  Street 
P.O.  Box  1899 
Banff,  Alberta 
T0L  0C0 

762-4200 

Drumheller  Kay  Strause 

Federal  Building 
196  -  3rd  Avenue  W. 
P.O.  Box  550 
Drumheller,  Alberta 
TO J  0Y0 

823-3365 


CAMROSE  Roger  King 

Room  207 

Federal  Building 
4901-50th  Avenue 
Camrose,  Alberta 
T4V  OS  2 

672-5597 


Brenda  Lindstrom 
Room  207 

Federal  Building 
4901-50th  Avenue 
Camrose,  Alberta 
T4V  OS 2 

672-5597 
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Manager,  Address  and 
Phone  Number  

Harold  McKay,  Acting  Mgr, 
10210-107  Street 
Edmonton,  Alberta 
T5J  0G2 

420-2202 


Hire-A-Student 
Liaison  Officer 

Bill  Chodkiewiez 
Assistant  Metro  Mgr 
10210-107  Street 
Edmonton,  Alberta 
T5J  0G2 
420-2401 


Jim  Ross 
2nd  Floor 
Federal  Building 
5005- 5th  Avenue 
Edson,  Alberta 
TOE  0P0 

723-3326 


Lee  Taylor 
2nd  Floor 
Federal  Building 
5005-5 th  Avenue 
Edson,  Alberta 
TOE  0P0 

723-3326 


Bill  Loveday,  Acting  Mgr. 
10010  Franklin  Avenue 
Fort  McMurray,  Alberta 
T9H  2K6 

743-2258 


Karen  Saunderson 
10010  Franklin  Avenue 
Fort  McMurray,  Alberta 
T9H  2K6 

743-2258 


Graham  Halliday 

5002-51  Street 

P.O.  Box  1109 

Grand  Centre,  Alberta 

T0A  1T0 

594-4475 


Dave  Ashby 

5002-51  Street 

P.O.  Box  1109 

Grand  Centre,  Alberta 

T0A  1T0 

594-4475 


Ernie  Goulding 
Main  Floor,  Data  Block 
10118-101  Avenue 
Grande  Prairie,  Alberta 
T8V  0Y2 


Lloyd  Gwinn 
Main  Floor,  Data  Block 
10118-101  Avenue 
Grande  Prairie,  Alberta 
T8V  0Y2 


532-4411 


532-4411 


-  63  - 


Appendix  C  -  Page  3 


Canada  Employment 
Centre  (CEC)  

GRANDE  PRAIRIE 


Manager,  Address  and 
Phone  Number 


Hire-A-Student 
Liaison  Officer 


Branches  in: 
Grande  Cache 


E.   (Betty)  Griffith 
Shopper's  Mall 
P.O.  Box  1050 
Grande  Cache,  Alberta 
TOE  0Y0 


High  Level 


827-2027 

Gloria  Sederquest 

Main  Floor,  Fahlman  Bldg, 

1st  Avenue  North 

General  Delivery 

High  Level,  Alberta 

TOH  1Z0 


High  Prairie 


926-3777 

Gilles  Turcotte 
Federal  Building 
P.O.  Box  360 
High  Prairie,  Alberta 
TOG  1E0 


Peace  River 


523-3331 

Mel  Simpson 
Powell  Financial  Bldg, 
10015  98  Street 
Peace  River,  Alberta 
TOH  2X0 


624-4485 


LETHBRIDGE  Fred  Nowicki 

Federal  Building 
419-7th  Street  S. 
Lethbridge,  Alberta 
T1J  2G5 


George  Erler 
Federal  Building 
419-7th  Street  S. 
Lethbridge,  Alberta 
T1J  2G5 


327-8535 


327-8535 
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Canada  Employment                 Manager,  Address  and  Hire-A-Student 
Centre  (CEC)   Phone  Number   Liaison  Officer 


LETHBRIDGE 
Branch  in:  . 
Crowsnest  Pass 

Federal  Building 
20th  Ave.  &  27th  Street 
Blairmore,  Alberta 
TOK  0E0 

562-8118 


LLOYDMINSTER 


Jim  Higginson 
461 8-49 th  Avenue 
Lloydminster ,  Alberta 
S9V  0T2 

825-6291 


Jules  Laberge 
1 006-4 th  Avenue 
P.O.  Box  1634 
Wainwright,  Alberta 
TOB  4P0 
842-3389 


Branch  in: 
Wainwright 


Jules  Laberge 
1006-4th  Avenue 
P.O.  Box  1634 
Wainwright,  Alberta 

842-3389 


MEDICINE  HAT  Jim  Kanishiro 

2nd  Floor 
Federal  Building 
141-4th  Avenue  S.E. 
Medicine  Hat,  Alberta 
T1A  2N1 

526-6979 


Mike  Clemis 
2nd  Floor 
Federal  Building 
141-4th  Avenue  S.E. 
Medicine  Hat,  Alberta 
T1A  2N1 

526-2825 


Branch  in: 
Brooks 


Marilyn  Caskey 

2nd  Floor  Federal  Building 

120- 1st  Avenue  W. 

Brooks,  Alberta 

TOJ  0J0 


362-3488 
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Canada  Employment 
Centre  (CEC) 


Manager,  Address  and 
Phone  Number 


Hire-A-Student 
Liaison  Officer 


RED  DEER 


Doug  McVety 
Room  206 

Federal  Building 
4909-50th  Street 
Red  Deer,  Alberta 
T4N  1X0 


Marcia  Lee 
Room  206 

Federal  Building 
4909-50th  Street 
Red  Deer,  Alberta 
T4N  1X0 


342-1168 


342-1168 


Branches  in: 

Rocky  Mountain  House  Laurel  Gordon 

2nd  Floor 
5011- 50th  Avenue 
Box  68 

Rocky  Mountain  House,  Alta. 
TOM  1T0 

845-6099 


Stettler  John  Clark 

2nd  Floor,  Federal  Bldg. 
5104-50th  Avenue 
Stettler,  Alberta 
T0C  2L0 

742-4421 


Wetaskiwin  Wayne  Lowther 

4811-52  Street 
Wetaskiwin,  Alberta 
T9A  1L1 

352-6081 


ST.  PAUL  Jim  Krauss 

5 105- 50th  Avenue 
P.O.  Box  309 
St.  Paul,  Alberta 
T0A  3A0 


Jim  Krauss 
5105-50th  Avenue 
P.O.  Box  309 
St.  Paul,  Alberta 
T0A  3A0 


645-4428 


645-4428 
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Canada  Employment 
Centre  (CEC)  

SLAVE  LAKE 


Manager,  Address  and 
Phone  Number 


Al  Heise 
Main  Floor 
106-lst  St.  N.E. 
P.O.  Box  724 
Slave  Lake,  Alberta 
TOG  2A0 


Hire-A-Student 
Liaison  Officer 

Madeline  Bellerivel 
Main  Floor 
106-lst  St.  N.E. 
P.O.  Box  724 
Slave  Lake,  Alberta 
TOG  2A0 


849-4153 


849-4153 
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Alberta  Career  Centres 


CALGARY : 
2nd  Floor 

805  -  9  Street  S.W. 
T2P  2Y6 

Phone:  261-6347 
CAMROSE: 

4867  -  50  Street 

B110  Provincial  Building 

T4V  1P6 

Phone:  672-4411 

EDMONTON : 

Parkside  Building 
10924  -  119  Street 
T5H  3P5 

Phone:     42  7-5659 

FORT  MCMURRAY: 

Upstairs  Offereins  Building 
99 12 A  Franklin  Avenue 
T9H  3G3 

Phone:  743-7207 

GRANDE  PRAIRIE: 

Provincial  Building 
10320  -  99  Street 
T8V  6J4 

Phone:  539-2347 
HINTON : 

Promway  Building 
112  McLeod  Avenue 
Box  1460 
TOE  1B0 

Phone:  865-3361 


LETHBRIDGE : 

400  Professional  Building 
740-4  Avenue  S. 
T1J  4C7 

Phone:  329-5444 

MEDICINE  HAT: 

304  Credit  Union  Building 
556  -  4  Street  S.E. 
T1A  0K8 

Phone:  529-3683 

PEACE  RIVER: 

Provincial  Building 
P.O.  Box  2,  Bag  900 
TOH  2X0 

Phone:  624-6211 

PINCHER  CREEK: 

673  Main  Street 
P.O.  Box  2138 
TOK  1WO 

Phone:     62  7-3922 

RED  DEER: 

3rd  Floor  West 
Provincial  Building 
4920  -  51  Street 
Box  5002 
T4N  5Y5 

Phone:  343-5353 
ST.  PAUL: 

#100  Melenchuk's  Mall 
Box  1989 
T0A  3A0 

Phone:  645-6383 


.1* 


